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PREFACE. 



The following Lessons have been^caroEulIy prepared 
for the purpose of making the subject of Double Entry 
Book-keeping plain enough for the comprehension of 
the average scholar. They have been arranged with 
special reference to the wants of the Class Room, and 
with a view to their general use in Graded Schools and 
Colleges. 

A knowledge of the subject of Book-keeping is of great 
importance to every one, and the education of a child is 
not complete without some acquaintance with the subject. 

The study of Book-keeping has been introduced into 
the Public Schools of several States; the demand for in- 
formation on the subject is increasing, and it must ere 
long form one of the regular studies in every school. 

The science and practice of Book-keeping, when pro- 
perly presented, are no more difficult of comprehension 
than Mathematics, Grammar, or many other studies in 
general use, and can be taught in the same manner. 

As a training for the mind, the study of Double Entry 
Book-keeping will be found both pro6table and pleasant, 
and the knowledge obtained will greatly increase the 
working capacity of either man or woman. Without 
I HUch knowledge a person cannot be a complete master of 
his own business. 

These Lessons contain the practice of many years of 
actual experience in mercantile business, and will be 
found to embrace all the information on the subject of 
Book-keeping that is usually required in ordinary busi- 

ss life. 
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VIII 



TO TEACHERS. 



This work on Book-keeping, makes no claim to novelty 
or new principles on the subject. It has been prepared 
for the purpose of bringing a knowledge of Double Entry 
Book-keeping within the reach of the children and youth 
in the Public Schools. 

Every effort has been made to present the subject in a 
plain, concise and attractive rnanner, and to bring it 
within the comprehension of Pupils of average age and 
capacity. 

The plan of Forty progressive Lessons (commencing 
with first principles and closing with complicated entries) 
gives an opportunity to complete the course during the 
scholastic year, by using one recitation per week. 

Questions and answers, running through the Book, and 
forming a part of each Lesson, will enable the Teacher 
to fix the leading principles in the mind of the Pupil. 

The Author feels confident that the average Teacher, 
with moderate study, can successfully teach from this 
Book, and with the judicious use of the Black Board, can 
teach children of the sixth grade. 

Advanced pupils will find no difficulty in understand- 
ing the Lessons. 
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DOUBLE ENTRY 



BOOK-KEEPING. 



LESSON I. 



The system of Book keeping in general use among 
business men is called the Italian Method, from the coun- 
try of its invention. It is called Double Entry, from the 
construction of the Ledger, and because each original 
entry contains a Debit and a Credit of equal amount. 

It is of great antiquity. The first treatise on the sub- 
ject, so far as known, was written and published in Ven- 
ice in the year 141)5. This has been followed by many 
books on the subject, and mode of Book-keeping ; and 
while there has been much improvement, no material 
change has been made. 

Every work on Book-keeping is based on this founda- 
tion principle : 

The article^ or name, which is received, must he debited 
or charged, and the article or name given for it must he 
credited. 

What is received must debtor be, 

To WHAT is given. 
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[CONTINUED.] 



* 

Illustration of First Principles. 

I sell to James Williams, (or one of the Pupils by name) 
this Book for One Dollar, and wish to make a record of 
the sale. 

I surrender the Book, which is known as Merchandise ; 
and I receive in the place of it, the name of James Wil- 
liams. 

The rule under which this entry must be made, says : — 
What is received must Debtor be, to tvhat is given. 

I receive the name of James Williams, and I give mer- 
chandise. The entrv is — 

James Williams, ) ^.^ ^, ^.. 
For 1 Book, f ^^' ^^'^'^^ 

To Merchandise, Cr. $1.(X) 

Why is James Williams Debited ? 

Arts. Because his name is received in the place of the 
book sold to him, and because he received the value. 

Why is Merchandise Credited ? 

Ans. Because the Book, or Merchandise is given, and 
because the Merchandise account furnished the value. 

I purchase from Thomas Jackson a book worth One 
Dollar, and make the following entry : — 

Merchandise Dr. 81.00 

To Thomas Jackson, [ n,. ci i\n 

For 1 Book, \ ^^' ^^'^^^^ 

In this case Merchandise Account is debited, because 
it received the value ; and Thomas Jackson is credited, 
because he furnished the value. 
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LESSON I. 

(CONTINUED.) 



QUESTIOlSrS 

ILLUSTRATING THE GENERAL PRINCIPLES 

— OF— 

DOUBLE ENTRY BOOK-KEEPING. 



Question 1. What is Book-keeping ? 

Ans, Book-keeping is the nnethod of exhibiting, in a 
clear, concise, and correct manner, the state of a person's 
business or pecuniary affairs. 

-^ What is a Book-keeper? 

Ans, A Book-keeper is a person who understands the 
art of recording Business transactions in a systematic, 
concise and correct manner. 

'A What is the foundation principle of all double entry 
book-keeping? 

An.s. Every charge or debit, must have a credit of equal 
amount. 

4. What rule is given for this? 

Ans, What is received must Debtor be, 

To WHAT IS given. 

The Teacher will find it profitable to use the Black 
Board, in teaching these lessons, making the pupils do 
the greater portion of the work. 

The pupils should faithfully study each lesson, and be 
prepared to answer any question that the teacher may 
ask. 

The answers to the series of questions running through 
the book, must be committed to memory. 
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LESSON IL 



First Principles. 

Book-keeping is the art of recording Business transac- 
tions in a clear, concise and correct manner. 

Every charge or Debit must have a Credit of equal 
amount. 

Understand fully every transaction before making the 
entry, and apply the Rule— What is received must Dr. be, 
To what is given. 

Debit whatever receives the benefit, be it a person or 
account. 

Credit whatever confers the benefit, be it a person or 
account. 

[Have the above written on the Black Board by the 
Pupils, in order to impress it upon their memory.] 

I lend one of my pupils, Thomas Miller, Five Dollars, 
and wish to make an entry on my books. It should be 
written thus — 

Thomas Miller, Dr. 85.00 
To Cash loaned him, Cr. $5.00 

Why is Miller made the Debtor party in this entry ? 
Arts, Because he received the benefit. 

Why is cash account credited ? 

Ans, Because cash— or the cash account conferred 
the benefit. 

In the above transaction I have parted with cash $5. 
and I have received in place of it the name of Thomas 
Miller, with the right to make him my debtor for that 
amount. This is called an original entry. 
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Thomas Miller pays mo the So which he had borrowed, 
and a suitable entry must be made. 

What has been received ? Ans. Cash. 

What has been given ? 

Ans. The name of Thomas Miller, which had been 
received in place of the money loaned, has been given 
up, or returned to him. 

If cash has been received, it must form the debit ; and 
and if Miller's name is given, his account must be credit- 
ed. The entry will be — 

Cash Dr. S5.00 

To Thomas Miller, Cr. $5.00 

Whv is cash account debited ? 

Ans, Because cash is received, and the cash account 
receives a benefit. 

Why is Thomas Miller credited ? 

Arts, Because his name is surrendered, and because he 
confers the benefit. 



Questions Continued. 

o. What is an Original Entry ? 

Arts. An Original Entry is the record of a business 
transaction, which may be the purchase or sale of an 
article of value. 

a How many parties or things must be embraced in 
an original entry ? 

Arts. There must be at least two parties embraced in 
every entry in Double Entry Book-keeping. 

7. By what names are they known ? 

Ans. They are known as Debtor and Creditor. 

s. What rule is observed in making an original entry ? 

Ans. Understand fully the transaction before making 
the entry. Then debit whatever receives the benefit, and 
credit whatever confers the benefit. 
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A Business Transaction. 

I am keeping a store, and sell Mary Wood [or select a 
pupil] a Hat worth SI. 

This is a business transaction, and must he entered on 
my books. It involves the name of one person, and a 
Hat belonging to me. The entry must he made under 
Rule 4 — What is received must Dr. be to what is given. 

What is received ^ 

Ans, The name of Mary Wood. 

What is given ? 

Arts, A Hat worth SI. 

By what general name are all articles of value known 
in business h 
Ans. By the name of Merchandise. 

The entry will be — 

Mary Wood, 

For 1 Hat Dr. $1.00 

To Merchandise, Cr. $1.00 

Why is Mary Wood Debited ? 

Aas. Because she received the benefit, and because 
I have received her name in place of the Hat. 

Why is merchandise account Credited ? 
Ans, Because merchandise account confers the benefit, 
by furnishing the Hat. 

Mary Wood now pays me for the Hat. What entry 
must be made ? 

Ans. Cash Dr. Sl.oo 

To Mary Wood, Cr. 81.00 

Why is cash account Debited ? 

Ans, Because cash account receives the benefit. 

Why is Mary Wood credited ? 

Ans. Because she confers the benefit. 
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[CONTINUED.] 



8. What is a Business Transaction ? 
^ Ans. A Busifiess Transaction is the exchange of articles 
of value or credits. 

.^. How many parties must there be to every business 
transaction ? 

Ans, There must be at least two parties to every busi- 
ness transaction. 

10. By what names are the parties known ? 

Ans, They are ktiown as the Debtor and Creditor 
parties. 

11, Which is the Debtor party ? 

An<f. The Dcjbtor party is the person who receives the 
benefit or value. 

IJ. Which is the Creditor party ? 

Ans, The Creditor party is the person from whom the 
value or benefit is received. 

M What are Debits ? 

Ans, Debits are entries against Debtors. 

U. What are Credits ? 

Ans. Credits are entries in favor of Creditors. 

i'7. Must the Debtor always be a person ? 

Ans, The Debtor may be either a person or account, as 
Merchandise, Cash, Interest, Property, Notes, Commis- 
sion, Expense Account, and any others that are needed. 

10, Must the Creditor party always be a person ? 
Ans, The same accounts can be either Debtor or Cred- 
itor. 

17, What rule is given regarding Debits ? 
Ans, Debit whatever receives the benefit, be it person 
or account. 

IS, What rule is given regarding Credits ? 
Ans, Credit whatever confers the benefit, be it person 
or account. 
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LESSON IV. 
Daily Journal Entries. 

I am keeping a store, and purchase from A. M. Baker 
a carpet worth 630, and wish lo make an entry on my 
books. 

This is a business transaction, involving one person, 
and one thing, viz : A. M. Baker and a carpet, which is 
known as mercliandise. 

Under what rule is this entry made? 

Ann. It is made in accordance with Rule 4— 

What is received must Dr. be to what is given. 

What was received ? 

Ans. A Carpet or merchandise. 

What account received the benefit *' 

Ans. The merchandise account. 

What account must be credited ? 

Ans. A. M. Baker must be cfedited. 

Why should A. M. Baker's account receive credit for""" 
the amount ? 

Aris. Because he conferred the benefit, by furnishing 
the value. 

What did I give A. M. Baker ? 

Ans. I gave him my name, with the right to charge or 
debit me with 6S0. 

What rule is given for crediting the account of A. M. 
Baker r 

Ans. Credit whoever or whatever confers the benefit. 

Merchandise account received the benefit, and A. M. 
Baker conferred the benefit. The entry will be — 
Merchandise for Carpet, Dr. $;J|].0O 
To A. M. Baker, Cr. »aiJ.Oii 

Why is merchandise account Debited? 

Ans. Because that account received the benefit. 

What account conferred the benefit ? 

Ans. A. M. Baker conferred the benefit, and therefor* 
must receive credit for the amount. 

Debit whatever receives the benefit — 
Credit whatever confers the benefit. 
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If I had paid cash for the carpet, the entry would have 
been — 

Merchandise for Carpet, $20.00 
To Cash [paid A. M. Baker,] Cr. 820.00 

In this case tho cash account would have conferred 
the benefit. 

If a note had been given for the carpet, the entry 
would have been — 

Merchandise, for 1 Carpet, $20.00 

To bills payable for my note | 
at 30 days to A. M. Baker, ) Cr. $20.00 

In this case Bills Payable account would have con- 
ferred the benefit. 



Questions Continued. 

10, What is meant by the term Debtor Party ? 

Aas, The Person or Account, which is received in ex- 
change for the article or name parted with, becomes the 
debtor party. 

20, What is meant by the term Creditor ? 

Ans, The Person or account which furnishes the value, 
becomes a Creditor, and is entitled to a credit for the 
amount furnished. 

21, What must every entry contain ? 

Ans, Every entry must contain a debit, and a credit of 
equal amounts. 

22, Must an entry be confined to one Debit and one 
Credit ? 

Ans, An entry may contain two or more debits, and 
as many credits as are needed to record the transaction. 
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Daily Journal Entries. 

I have sold the carpet, which was debited in the pre- 
vious lesson, to merchandise account, and desire to make 
the proper entry. The carpet was sold to Mary L. Allen 
for 820 on 30 days time. 

This transaction involves one person, and one article. 

Which is the Debtor party 'f 

Arts. Mary L. Allen, 

Why is she the Debtor party ? 

Ans. Because she receives the benefit. 

Which is the Creditor party ? 

Ans. Merchandise account. 

Why is merchandise account credited ? 

Alls, Because that account conferred the benefit. 

How should the entry be made ? 

Ans. 

Maky L. Allex, Dr. 

For 1 Carpet, $'i(KOi} 

To Merchandise Cr. 8^0. 0(i 

By what rule is the above entry made ? 

Ans. The person who receives the benefit or valuOj 
becomes the debtor ; and the person or account whicl 
furnishes the value becomes Creditor. 

If the carpet had been sold for cash, what would 
the proper entry 'f 

Ans. 

Cash. For 1 Carpet, Dr. 820.00 

To Merchandise, Cr. 830,00 

Why is Cash account Debited ? 

Alls. Because Cash account receives the benefit. 

Why is Merchandise Credited ? 

Ans. Because Merchandise account confers the beaefilj 
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QUESTIONS. 
~y How do you determine which is the Debtor party ? 
An3. By a careful examination of the transaction, and 
|by finding out which party received the benefit. 

■^4. How do you determine which is the Creditor party ? 
Ans. By ascertaining which party conferred the benefit. 

^o. What is the name of the principal book used in 
^Business records. 

IS. The principal Book is called a Ledger. 

, What is the name of the book in which the original 
pontry is made ? 

Alls. The book of original entry is called the Daily 
('Journal. 

-T. Are any other books used for making original 
Sentries ? 

Ans. The Sales Book, and Cash Book, are also used as 
looks of original entry. 

28. Are any other books used ? 

IS. Yes, several auxiliary books are used, which will 
B explained hereafter. 



■ Note. — The system and practice of Book-keeping taught in tliesu 
,re based on the general cuntom in businesH, which reoogaizeH 
riiie original entrieB of IransactioDB in the Sales Book, the CaeLi Book -ir 
tiie Daily Journal (Hometimea called Day Bookl as being moAy to post 
at once into the Ledger, without the necesaitj- of transferring them 
through a Jouroal. 




DOUBLE EXTliV BOOK-KEEPIXO. 
LESSON VI. 



Daily Journal Entries. 

I purchase from Diiil Bros, a Barrel of Flour worth ^7. 
[which thfij" charge to my accouut,] and I desire to enter 
tiie transaction on iiiy books. 

I have received the Flour, or merchandise, and Dail 
Bros, have furnished tlie value. I must charge or debit 
merchandise accouut, and I must credit Dail Bros.' ac- i 
count. Thus— 

MerchamJise Dr. 
For 1 Bbl. Flour, . . . Sr.Ufi 
To Dail Bros Cr. S7.00 

Why ia merchandise account debited ? 

Alls. Because merchandise accouut received the value. 

Why are Dail Bros, credited ? 

A)i8. Because they furnished the value. 

Under what rule is this entry made !' 

Alls. Under the rule— Debit whatever receives the I 
value, and credit whatever confers the value. 

I now sell this barrel of Flour to Edward Arnold, and 
desire to make a proper entry. 

Arnold receives the benefit, giving me his name, withd 
the right to make him debtor. Merchandise account | 
confers the benefit by furnishing the Flour. 

The entry will be — 

Edward Arnold, Dr. 
For I Barrel Flour, 67.00 
To Merchandise, Cr. §~.00 

Why ia Edward Arnold debited ? 

Alts. Because he receives the benefit. 

Why is merchandise account credited ? 

Aus. Because it confers the benefit. 

Every Debit must have a corresponding Credit of J 
equal amount. 
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W' 



■■•■] 



QUESTIONS. 

^!>. What is an account ? 
Aiis. An account is a collection of items charged to one 
^{terson, and showing definite results. 

rf". What is the object of an account ? 

. To record our transactions with others, and to 
(Correctly show what they owe us, or what we owe them. 

31. What are the principal points to be observed in 
omking an original entry ? 

. Date of transaction, amount involved, names of 
lartie.s concerned, and date of maturity. 

rf.'. Are there any other points ? 
Ah8. All entries should he made in a clear and concise 
nauner, embracing all the circum^itances connected with 
^he transaction. 

^ ,il. Why is it necessary to be so particular ? 
Alls. Becausg the original entry must always be relied 
Enpon in case of dispute, or as evidence in court. 

^4. What is the advantage of Double Entry, or debiting 
and crediting each entry V 

Alls, It enables a person to know the state or condition 
)fit his affairs, and also enables him to prove the correct- 
less of his books. 



— Tlie Teacher sliciiild endenvor ti> have the answers to these 

KQUestiou? tailhfully committed to memorj' by the pupils : aud in i>nler 

o jirure their bnuwledge of the subject, it will be found ileairablu to 

' several pupils at the Blnirh Boai'd. and timke theni writ«^ front 

BineQiory the answers to the various questions, as the Teacher calls 

n out. Where there is Block Board room, six or eight pupils can 

e profitably occupied at ouce. 
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LESSON VII. 
Commencing Business. 

H, S. Allen commences business with capital, consJBt- 
ing of casli 8500, and a, stock of Goods, which are wonthf 
81.0C0, and desires to open a set of Double Entry Books.! 
In which booli shall the original entry be made ? 

Ans. The entry will be made in the Daily Journal.J 

What items will form the debits ? 

Ans. Cash and murchandise. 

Why are cash and merchandise debited ? 

Ann. Because cash and merchandise are received, and 
because those accounts receive the beneflt. 

What account will be credited ? 

Ans. H, S, Allen, who furnished the value. 

Is the name of the owner always used as the credi^ 
party ? 

Ans. No; the term Capital Stock is often used. 

If cash and merchandise form the debits, and H. 
Allen the credit, we will have the following entry — 
Cash for amount invested | 

in business this day, f Dr. 6.500.00 

Merchandise as per \ 

Invoice Book, ( Dr. 81.oon.i)0 
To H. S. -Allen, for amount I 
of Capital Stock, f Cr. «1. 500.00 

Why is cash debited ? 

Ans. Because cash account receives the benefit. 

Why is merchandise account debited ;•* 

Ans. Because merchandise account receives a benefit. 

Why is H. S. Allen credited-' 

Ans. Because the business or capital stock belongs t( 
H, S. Allen, and that person [or account] has furnished 
the value. 

H. S. Allen owes Amos Williams an account amounting; 
to One Hundred Dollars. What must be done with i 

Ans. It must be charged or debited to H. S, Allen, andj 
credited to Amos Williams. 
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Why must it be debited to H. S. Allen ? 
Ans. Because that person has received the benefit. 
Why must it be credited to Amos Williams i' 
Ans. Because he has conferred the benefit. 
In what book mnst it be entered? 
Ans. It must be entered in the Daily Journal, 
The entry will be- 
ll. S. Allen. Dr. ?lOil.(Xt 
Tn Amos Williams. * 
For account due bim. )" Cr. *10U,U(I 

General Q,uestions. 

What is meant by the term "Journalizing"? 
m. It is the cimdensing and transferring an entry 
[from the Day Book to the Journal. 

Is the Journal used in practical bu.siness ? 
*.■*. The use of a Journal is almost obsolete. It is 
tpractically useless, and is seldom found in a merchant's 
office. 

What has taken the place of the Journal ? 
Ana. It is found in actual business, that it is more con- 
B'venient, and in every way more desirable to make the 
loriginal entry in proper form at once in a book, known 
las the Daily Journal, and to post from it to the Ledger. 
JS. Give some examples of Day Book entries made in 
Daily Journal style, rwady for posting into the Ledger, 
Merchandise, Dr. ? 100,00 
To William Jones, I 

For his Invoice of Flour,)" Cr. *IO(i.yo 

John Owens. Dr. Sii.dO 
To Merchandise, | 

For S Kegs Nails® S13.OO i" Cr. §34.00 

Bills Receivable Dr, i 
For Samuel Sloan's Note >?o0.00 
at ao days from April 7, ) 
To Saml. Sloan to balance account, Cr. $50.00 
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LESSON vni. 

Review. 

In the former seven Lessons, the foundatina priociplea of Double 
Entry Book-keeping have bei>n taught, and a auoiber of rules have 
been given, for guidance in making original entries. 

In this LeasoD several business tmniiactioDS are given, for which llie 
student will be required to write the proper entries on the Black Board, 
and to explain them. And as it is of equal importance that lie f,\\a.\\ 
be able to give a elear statement of a transaction from i-eading an 
entry, he must be required to give an explanation of each entrj- on the 
opposite page. 

1. The teacher, or student Avho is supposed to own a 
business, sells a Hat worth S2, to John Thompsou — 
What entry will be proper, and why :■■ 

~. He loans Ten Dollars to Saml. Smith — What entry 
must be made, and why ? 

■i. He borrows Fifty Dollars from Jame? Williams — 
What entry, and why ? 

4. He sells Thomas J. Mitchell lU Barrels Flour worth 
$50, What entry, and why V 

-7. He commences business with a cash capital of Five 
Hundred Dollars — What entry !' 

<'i. He commences business with cash capital of Sl.OOll, 
and a store, which ia known as Real Estate or Property, 
worth 81.000. What entry ? 

7. He commences business with cash 81. 'W, a store 
8500, and a stock of Goods worth 8500. What entry ? 

5. He purchases o Bbls. Sugar worth SIIO, from Thos. 
Gates & Co., for which he pays one-half cash, and agrees 
to pay the balance in 30 days. What entry, and why ? 

What directions have been given in regard to making 
original entries ? 

Ana. "Understand fully every transaction, before mak- 
ing the entry, and apply the rule— 

What is received must Dr. be to what is given. 

Remember, also, that every charge or debit must hav 
a credit of equal amount. 



M 



REVIEW LEssoy. 
LESSON VIII. 

[CONTINUED. J 



J^E^^'BERJ^, M a, JJJjYE 1, 1885. 
Dr. Cr. 



Jas. Jones. For 1 pr. Shoes Dr. § 3 00 

No. !t To Meivluuuiise, 



Charles Black Dr. '■■ COO 

10' To Cash, ■! 



iMerchandise Dr. 10000. 

11 To Williams & Johnson, ( 
j For au Btils. Flour, f , 



ICaah Dr. , 5000 

]3| To Thomas Sloan on acct., ■ 



|Cash Dr. 

" Kij To James Ives to hal. acct., , 



Cash Dr. 200 

14 To H. S. Allen ) 

For amount invested in V 

business, ) i 



15 Cash. For Cash Capital Dr. 
Merchandise for Goods ) I 

on hand asperlnventory f Dr. 
To Price Thomas, 1 i 

For Capital invested in \ 
business this day, ) : 



lOCash. For Cash Capital, Dr. , 50000,; 
iMerchandise, ) i !j 

I For 50 Bbls. Flonr \ Dr. '■ 250 00 . 

Property forSlore Building Dr. , 40000 
I To Harry V. Allen. 1 ■. 

For Capital invested in M \ '. 
I business this day, ) I I i 1.150 



DOUBLE EXTRY BOOK-KEEPING. 

LESSON IX. 
Daily Journal. 



JiElVBERJV, JV. a, JUA^'E IS, 1885. 
Dr. Cr. 



Merchandise Dr. 

To Collins & Co.. 

For Invoice June 10, 18S5. 



What is the Daily Journal ? 

Ans. The Daily Journal is the book in which thef 
original entry is made. 

How is the Daily Journal ruled ? 

Ans. Double horizontal lines near Ihe top of page ; Two' 
vertical lines near the left hand edge; Double columnsiS 
for Dollars and Cents, near the right hand edge of paga,<l 
all ruled in red. 

What is written at the top of the page ': 

Ana. The place of business, the State, and the date^fl 

What are the left hand columns used for ? 

Ans. To enter the pages of the Ledger, in which th^ 
various entries are posted. 

For what purpose is the large central column used ( 

Ana. To write the business entry. 

What is the use of the next two columns 't 

Alls. To enter the Debit amount in Dollars and Centt 

What are the two outside columns used for ? 

Alls. To enter the Credit amounts in Dollars and CentJ 



DAILY JOURS A L. 27 

LESSON IX. 

Daily Journal Entries Illuatrated. 
I purchase from Collins & Co., of Jlew York, an Invoice 
iof Goods dated June 10th, ISSa, amounting to *:iiK). My 
■entry will b« — 

Merchandise Dr. S200.00 

To Collins & Co. / 

For Invoice June 10th, f Cr. *-JOO,00 
I afterwards give my note to Collins & Co. in settle- 
ment of the account. My entry in the Daily Journal will 

COLUSs & Co. Dr. SaOO.OO 

To Bills Payable. ) 

Fi.r my note at CO days, from Ip s.,on no 

June 15. payalile at National f'^'^- *'-'J'-'- '"-' 

Bank of Newbem, J 



QUE3TI0NS CONTINUED. 

iiU. For what purpose is the Daily Journal used? 

Ans. The Daily Journal is used to record business trans- 
actions, in the order in which they occur, and it is the 
principal book in which original entries are made. 

M'. What entries in ordinary business, are usually made 
in the Daily Journal ? 

Ans. All entries that are neither the sale of merchan- 
lise, or entries involving cash transactions. 

^1. Cannot such entries be miide in the Daily Journal 't 

Ans. They can be made in this book, but it is found 
more convenient to enter sales of merchandise in a sepa- 
rate book, which is known as the Sfths Bouk, and tu 
enter all rash transactions in a hook, known as the Cu.fli 
Bonk. These books will be explained in future lessons. 



I 



k. 



DOCBLE EXTRY BOOK-KEEPIXG. 

LESSON X. 



Daily Journal Illustrated. 

Thf Teacher will draw on tlie Black Boanl a DailyJ 
JoLirnal page, and require eacli pupil to draw tlie ttanifij 
on his slate. 

Question the pupils in regard to the various columns,' 
and their uses, until thej' become familiar with the pa^ti. 
Allen Johnson commenced business with Cash $l.i)n(i, 
an old stock of Goods valued at *t;i.O0(). and a Note against 
Thomas Quion due January lat. ISSfi for iS.iDO, and ha^ 
desires to open a set of Double Entry Books. The entrjS 
will be— 

Sundries Dr. 

Cash for amount invested, §l.(i(iii. 
Merchandise for old Stock. I 

See Inventory Book, f S.dOO. 
Bills Receivable for Note. 1 
given hy Thomas Guion, ;- 
due January 1st, lHHil. ) fidO, 
To Allen Johnson, 1 

Fur amount of capital stock ■ 

invested in hutiinebs. ) Or, §4.5nt). 

What is the above entry called r" 

Ana. The Opening Entry. 

What does the entry show ? 

Ann. The entry shows the amount of capital stock i 
vested in the business. 

Of what is the capital stock composed ? 

.4hs. The capital slock is composed of cash, merchaa 
dise and bills receivable. 

In what Book is the entry made ? 

An». It is made in the Daily Journal. 

Why are cash, merchandise and bills receivable madi 
the Debtor parties !' 
Ann. Because each account receives a benefit. 



OPEXIXG A SET OF BOOKS. 29 

LESSON X. 

[CONTINUED.] 



What can properly be charged to Bills Receivable 
account ? 

Ans. Only Notes or Drafts due by others, can properly 
be debited to the Bills Receivable account. 

What can properly be credited to Bills Receivable 
account ? 

Ans, When a Note or Draft is collected, the amount 
received is a proper credit to Bills Receivable account. 

Whv is the total amount of Cash, Merchandise and 
Bills Receivable credited to Allen Johnson ? 

Ans. Because Allen Johnson furnished the value, and 
thereby conferred the benefit. 

What rule is given for the above entry ? 

Ans, What is received must Dr. be to vsrhat is given. 



Questions Continued. 

j^. What should be the first entry, in opening a set of 
Books ? 

Ans, The opening entry should credit the owner of the 
business with the amount of capital invested, and debit 
the proper accounts with each item. 

4'^. What should be the second entry ? 

Ans, The second entry should debit the owner of the 
business with any debts due by him, and credit the proper 
parties with the several amounts. 

44' What do these two entries exhibit ? 

Ans. These opening entries are a record of the resources 
and liabilities, and the difference between the two amounts 
shows the net capital invested in the business. 



30 DOUBLE ESTRY BOOK-KEEPINO. 

LESSON XI. 

Opening Entries — Commencing Busineas. 

William Adams commences business with the following 
assets, and desires to open a set of Double Entry Books : 

Merchandise 81.500, cash S500, a note given liy James 
Ivee, due at 60 days from date, S400, and an account 
against John A. Sloan, S^3. 

What accounts must be debited, and why ? 

Alia. Merchandise, Cash, Bills Receivable and John AJ 
Sloan. Because these accounts each receive a beneflt^a 
for which they must become responsible. 

What account must be credited ? 

Alls. William Adams, who is the owner of the business-J 

How many debits or credits can an entry contain ? 

Ans. An entry can contain as many debits or credit* 
as there an; items or accounts involved in the transactiooi 

How must this entry be made ? 
Merchandise For stock of ) 
Goods as per Inventory, f Dr. SI. 500.00 



Cash for money invested. 
EilU Receivable for note 1 



Dr. 



Dr. 



400.00 



Cr. S3.i25.00 
which also must b^fl 



due me by James Ives at r 
CO days from June], 18S5. ) 
John A. Sloan for an ac- ( 

count due by hiui, f Dr, 

To William Adams, 1 

For capital stock invested in > 

business this day, ) 

William Adams owes several debts, ■ 

entered on the books. 

To Fredk. Thomas an account. 
To John Dunn an account, 
And a note to the National Bank of ) 
Newbern due !>0 days from date, ( 

What account must be debited, and why ? 
Ans. William Adams, or the owner of the businesfl,.] 
must be debited, because that person has received the 
benefit. 



! 50.00 
^5.00 



aon.oo 



COMMEXCIXO BUSlXESa 

LESSON XI. 



■\Vliat accounts must be creditt'd, aud wliy ? 
Alia. Fredk. Tboniaa. John Dunn and Bills Payable, 
(ecause they have each conferred a benefit. 
Why is the note called Bills Payable ? 
Afis. Because that term is applied to all notes and 
l^rafts due to others. 

The entry in the Daily Journal will be— 
William Adams, Dr. 8-3;o.OU 

To Fredk. Thomas, for amount I 

of account due him. i" Cr. 850.00 

To John Dunn, for amount of ( 

account due him, \ Cr. 25.00 



Cr. 200.1X1 



To Bills Payable for amt. of my ~1 
note at iio days from June 1, to ( 
Nat, Bank of Newborn, as per f 
Bills Payable Book, J 

By what rule do you credit the owner of the business 
irith the merchandise, cash, note and account invested 
Bn the business ; and then charge the same account with 
Kvfaat is owing by the owner? 

Alls. The owner of the business must be credited with 
rthe total amount of property of every kind, invested in 
p;he business, and must be debited with the total amount 
f debts owing at the time. 



QUESTIONS CONTINUED. 
4'>. What is meant by the term Bills Receivable? 
Anit. All Notes and Drafts that are due to a person by 
tthers, are called Bills Receivable. 
4''. What is meant by Bills Payable '' 

(s. AH Notes and Drafts, due by a person to others, 
hxe called Bills Payable. 



32 DOUBLE ESTRV BOOK-KEEPING. 

LESSON XII. 
Purchase of Merchandise. 

Having opened a si.'t of books, 1 pui'cliase an invoice of 
merchandise from ■ 

Baker Bros., dated June liltli, i^'Sn.uu ■ H 
William Blaok, " ]4U.on ^k 

Under Rule 4— What is received must Dr. be to what 
is given, the following entry ia proper: — 
Merchandisp, Dr. !?;jni).i10 

To Baker Bros, for Invoice of ( 

Goods, June lo, at (JO days, f Cr. S^^oCOiJ 

To William Black, for In- 1 
voice. June \-i. at 30 days, '- Cr. un.fX) 
see Invoice Book, j 

Baker Eros, write and request a note for the amouiitJ 
which ia given, and the following entry is made : — 
Bakek Bros. Dr. swo.W) 

To bills payable, for mv note duel 
Aug. 10 payable at Nat. Bank L. 
of I^ewbern. (See bills payable f "^ ■ ^^ 
Book,) j 

Why is Baker Bros, account deV)ited ? 

Ana. Because that account receives a benefit, which is 
conferred by Bills Payable account. 

Why is Bills Payable account credited '•' 

-4ns. Because this account has conferred a benefit by 
giving the note, and because it is proper to credit Bills 
Payable account with all notes and acceptances that aro 
given. 



In the above transaction the name Baker Bros, is re- 
ceived in place of the note given, which cancels the crfiiit 
to Baker Bros., and transfers the credit to the Bills Pay- 
able account. 



s 



BTLI.S PAYABLK. 

LESSON XIL 



[L't 



D.J 



At the end of 00 days I pay the note, which had been 
/en to Baker Bros., and make the following entry :— 
Bills Payable Dr. $250,011 

Tn Cash, for amount paid note | 
to Baker Bros., ( Cr. 6350.00 

Why i3 Bills Payable account debited ? 
Ans. Because this account has received a benefit, by 
obtainiuK possession of the note, and because it is proper 
to debit Billtt Payable account with all notes that are paid 
and cancelled. 
^^H Undfjr what rule is the amount credited to cash ac- 
^HKount 

^^H Arts. Debit cash account for all cash r< 
^^^RqbIi account for all payments of cn^h. 

Hi''" 



L'ipts, and credit 



QUESTIONS. 
47. What record is maik- uf the pu 



L'Of I 



chaii- 



pu 

I 



Ana. Merchandise account must be debited for every 
Invoice of Goods ; and the party from whom they were 
purchased, must be credited with the amount, 

4S. If the purchase of merchandise is made for cash, 

hat is the proper entry ? 

Ans. The merchandise account must be debited, and 
cash account must be credited. 

4!f. What rule governs the Bdls Receivable account? 

Ans. Debit Bills Receivable account for all notes that 
are received, and credit the same account for each note 
that is paid and surrendered. 

50. What rule governs the Bills Payable account ? 

Alia. Credit Bills Payable account for each note that is 
given ; and debit the same account for each note that is 
paid and received. 




DOUBLE ENTRY BOOK-KEEPIKO. 

LESSON XIII. 



Bills Beceivable and Interest 

I sell a bill of Goods to Amos Williams amounting to 

Four Hundred iJollars, for which I take his note at IJO 

days from June 15tli, payable at the National Bank, and 

desire to make a suitable entry. 

What account must be debited ? 

Ans. Bills Receivable account must be debited. 

Why is Bills Receivable account debited ? 

Ans. Because the Bills Receivable account receives ( 

benefit by obtaining possession of the note. 

What account must be credited ? 

Ans. Merchandise account must be credited ? 

Why is merchandise account credited ? 

Ans. Because the merchandise account confers 

benefit, by delivering the goods. 

The entry should be as follows : — 

Bills Receivable Dr. S40aOU 

For note of Amos Williams 1 

at 00 days from June 15th, r 

payable at National Bank, ) 

To Merchandise, } 

For Goods sold this day, C 

I am not willing to wait 60 days for the money, and 1 
get the National Bank to discount the note of Amos Wil- 
liams, for which they charge eight dollars, giving me 
»3ii2 in cash, A proper entry must be made on my books. 

What other name is used for Discount ? 

Alls. The Interest account, usually embraces bo^ 
discount and interest. 

Under what rule is the eight dollars charged to Interen 
account ? 

Ans. Interest account becomes debtor for all items paid 
for interest, and it must be credited with all amounts 
received for interest. 



Cr. «4O0,0U 




BILLS RECEIVABLE AND IXTEREST. 

LESSON XIII. 



What is received in place of the note "> 
Arts. Cash, and Interest account debit. 
If cash and interest form the debits, what account must 
^1t« credited ? 

Alls. Bills Receivable account, because that account 
Iconferred the benefit, by surrendering the note. 
Th§ entry will be as follows : — 
Cash, For net amount re- 1 
oeived from Nat, Bank. \ Dr. $392.00 
for Amos Williams' note ) 
Interest for Bank Discount Dr. 8.00 
To Bills Receivable, 1 

for Amos Williams' note > Cr. $400.00 

discounted at Bank, ) 
If the note had been paid at maturity, the proper entry 
would have been — 

Cash, Dr. S40U. 

To Bills Receivable, 1 

For Amos Williams' note paid \ Cr. 8400. 
this day, ) 

QUESTIONS CONTINUED. 

>l. What can properly be charged or debited to Interest 
Kcount ? 

\ Ans. Every payment of cash, or other benefit, given 
tor interest or discount must be charged to Interest 
•count. 

What can properly be credited to Interest account ? 
Ans. Every benefit received for interest or discount 
must be credited to Interest account. 



Note.— When dealing with Interest Account, yuu must renieiiibet 

1 tliBt yim do not receive intareiit, but that you receive nurfi for interest, 

and that you pay out cash for interest. Ttier^ore you enter, Cash Dr. 

To Intert^Bt, when interest is received, and enter Interest Dr. To Clash. 

when you pay interest. 




DOUBLE ENTEY BOOK-KEEPING. 

LESSON XIV. 



Bills Payable and Discount. 
I have purchased from J. V. Williams one huntlreii 
barrels Flour at $5 per barrel, and have ffiven him my 
note at iifi days from July 1, payable at National Bank 
§600, and desire to make a proper entry. 
What is received ? Ans. Flour, or merchandise. 
What is given ? Ans. My note, or Bills Payable. 
If merchandise is received, and Bills Payable is given 
the entry will be — 

Merchandise Dr. $500.(tO 

For 100 Bl»l3. Flour as per | 
invoice. f 

To -Bills Payable for my note 1 
to J. V. VVilliams at :iO days- Cr. 8500.00 
from July I, payable at Nat. Bk. ) 

Why is merchandise account debited ? 

Ans. Because merchaurliso account receives a benefit. 

Why is Bills Payable account credited i* 

Ans, Because the Bills Payable account confers a 
benefit. 

After 15 days, J. V, Williams offers me a discount of 
one per cent, if I will pay the note, instead of waiting the 
full 30 days, I therefore pay him ?4D5. and take up the 
note, and desire to make a suitable entry. 

What rule has been given regarding Discount and 
Interest !' 

Ails. Debit Interest account for all interest payments, 
and credit Interest account for all interest receipts or 
benefits. 

What account must be debited ? 

Ans. Bills Payable account must he debited, because 
my note, or Bill Payable, is received. 



ed, because 



BILLS PAYABLE AXD DISCOCXT. 

LESSON XIV. 



I 

P 

^^^ ca: 



[cc 



lints are crediteil ? 
Alls. Cash account is credited for ?Ui5 paid, and In- 
terest account is credited for tlie S.5 discount. 
Why is cash nccount credited ? 

Ans. Because cash accoujit conferred a benefit, by fur- 
nishing the money. 

Why is the Interest account credited ? 
Ans. Because the Interest account conferred a benefit 
>y assisting cash accinint to pay the note, and it must 
■efore receive credit for the amount, under the rule, 
■Credit Interest account with all interest benefits. — 
The entry will he- 
Payable, fur my note to 1 



J. V. Williams, paid and ■ Dr. SflOO.Od 

cancelled, \ 

Tu Casli Cr. 

To Interest fur 1 per ct. discount Cr. 



6;405.(ia 
5.U0 



QUBSTIOKS CONmrUED. 
Why is Bills Payable credited In Le.sson XIV. in- 
stead of the party fiom whom the Flour was purchased ? 
Because a note was given forihe purchase, which 
made the debt due to Bills Payable account, and under 

ule governing Bills Payable account— 
When a note is given it must be credited to that mrount. 
iijf. Why is Bills Payable account debited in the last 
ieiitry of Lesson XIV ? 

Because the note has been received, paid and 
cancelled, and under tbo rule goveruinp; Bills Payable 
account, it must be charged to that account, 

.''■'. What must he done with Interest and Discount 
neiita or receipts !' 

Ana. All Interest benefits must be credited to Iiitere&t 
icount. 




38 DOUBLE EXTRY BOOK-KEEPING. 

LESSON XV. 

Draft and Discount. 

I have sold A. Gordon a. bill of Goods amounting to 
8]00, for which he has given me a draft at tJU days on 
Kountree & Co. What entry should be made ? 
What is received for thp Goods ? 
Ans. A Draft, which is known as Bills Receivable. 
What is given ? 
Ans. Merchandise. 
The entry will therefore be— 
Bills Receivable. Dr. 8100.00 

For A. Gordon's draft at 1 
liOdayson R(iuntree&Co. \ 
dated July 15th. ) 

To Merchandise for sale, Cr. 8100.00 

Why is Bills Receivable account debited ? 
Ans. Because Bills Receivabli! account receives the 
benefit. 

I request Rountree & Co, to discount the draft instead 
of waiting 00 days. They deduct the discount, and send 
me 80S. What entry will be proper ? 

What has been received in place of the Draft? 
Ans. Cash 81*8, and the right to debit Interest account 
with the discount 82. 
What authority is given for debiting Interest account ? 
.-Ins. Debit Interest account for all payments or allow- 
ances for interest or discount. 
What has been given ? 

Ans. The Draft, which is known aa Bills Receivable. 
The entry will be — 
Cash, For net proceeds. Dr. 81>s.(io 

Interest For no days discount, 
To Bills Receivable. 
For draft of Amos Gordon on \ Cr. 

Rountree & Co., discouiiled this day, 



p. 8100.00 I 



DRAFT A\D DISCOCXT. 

LESSON XV. 



[I'ON'TINT] 



>-I 



Why is Cash accfliiiit debited ? 

Ans. Because Cash account has received a benefit. 
Why is Bills Receivable account credited y 
Ans. Because Bills Receivable account has conferred 
r the benefit, by a surrender of the draft. 

If the draft had been accepted by Rountree & Co., and 
Lpaid in fijll at maturity, the entry would have been — 
Cash. Dr. «lfiO.O(i 

To Bills Receivable. ) 

For am't. of A. Gordon's draft > Cr. SKin.OO 

on Rountree&Co. pd. thisday 1 
If the draft had been written with interest from date 
at (i per cent per annum, the collection would have been 
I #101, and the entry would have been — 

Cash. Dr. i;101.(t<i 

To Bills Receivable, for amount of 1 



A. Gordon's draft on Ronntri 
at GO days, paid this day. 
To Interest on Draft, 



kCo. ;-Cr. iilUO.OO 
1.00 



QUESTIONS CONTINUED. 

JiS, Why was Bills Receivable account debited in Les- 
ion XV, instead of debiting the party to whom the goods 
irere sold ? 

Ann. Because a draft was taken, which made the Bills 
leceivable account responsible for the debt, 

G7. Why is Bills Receivable account credited in the 
necond entry in Lesson XV ? 

An8. Because the draft has been surrendered for the 
lOnsideration of Cash and Interest. 



DOUBLE ESTRY BOOK-KEEPING. 
LESSON" XVI. 



Eeview. 

1. What has been taught in the last seven Lessons ? 
Ans. Original Entries in the Daily Journal, 

2. How is the Daily Journal ruleil ? 

See Lesson IX. Have it iJlustrateJ on Black Board, 

3. The Teacher or StuJent is conducting a business, 
and purchases an Invoice of Goods from William Thomp- 
son & Co., amounting to 8100. 

What entry will be proper, and why ? 

Ji. I purchase an Invoice of Goods from Collins & Co., 
and give them my note for the amount, S130, at liO days 
from date— What entty, and why ? 

r>. X pay William Thompson & Co. the amount due 
them, glOO— What entry, and why :■■ 

«. I pay the note to Collins & Co., Sl.l,). What entry !' 

7. I commence business with capital consisting of cash 
8500, a store 81.0UU, a note against Wm. Jackson 3IOn, 
an account against John Jones SiU, ID Bhls. Pot'k worlh 
8150. What entry, and why "i 

8. I have my own note at 30 days discounted at Bank 
for glOO, and receive 8!)!). What entry, and why V 

iJ. I loan Edward S. Vass Fifty Dollars, and take his 
note at (J months. What entry ? 

10. Edward 8. Vass pays me the note 850, and six 
months interest 8^. What entry, and why ■" 

11. I purchase a city Lot 85li0, for which I give a note 
that I hold against William Evans, due November 1, S^JSO, 
and cash S150. What entry, and why :' 

U. I sell the Lot and receive cash 3-t0(l, and Samuel 
Sloan's note for 8100. What entry, and why '; 




REVIEW. 

LESSON XVI. 



JVEWBEft.N'. M a. JULY 1. 1885. 



Dan Talk age's Sons, 
To Rice Acr«unt, for sale 
167 BuBhels Rice (Vt |1, 



e Blank Books July 1, f 

'intereBt 
To Ales. Williamb, ) 

For Interest due on my note, j 

Cash. 
To Interest for amount received ) 
for coupons on N. C. Bonds, j 

Oeorob Peters & Co., 
To Importers & Traders Bank, ) 
For check No. 2885 to bal. acct., j 

jAHEfl HUHFHRKY, 

~ To riili'rt-t.1 fm' 4 months, | 

o date, [ 



Bills Re(.'Eivable, Di 

For note of Wm. Pope, dated I 

June 80, at 60 days from date, \ 

Tu WiLLiAH Pope, to balance account. 

Property, Di 

To Merchandise, For 1000 Brick I 

used in RepaJrs of Stores, ( 

To National Bank for check No. 640, ) 
to O. D. Line for freight this day, ) 

Property, ( 

Fr)r PLircliase of Dwelling. f Di 

To Bills Payable, for my note to Thos, ) 
Smith, dated July 10. 1885, at 6 months \ I 
with interest from date, at 6 per cent, ) i 

BiLLB Payablk, Formy noteto * 

Thos. Smith paid this day, S Dr. 
Interest, for 6 months interest. 
To Cash. I 



150 


00 


1 

50 


m 


! 


187 


49 


00 


49 


16 oo: 






la 


80 00 






80 


M75, 




■ 


94 


10 5o; 






10 


60 00 






60 


1000 




■ 


10 


3400 






24 


450 


00 


450 


450 
13 


00 


4«3 



DOUBLE ENTRY BOOK-KEEPING. 

LESSON_XVII. 
The Ledger. 



Cr,\ 



How is the Ledger page 
ns. Double red line near 
What other lines ? 



or folio ruled f 
the top of page. 



Ans. Double verticle lines from near the top to tbtf 
bottom, io center of page, dividing it into two equal 
parts for Dr. and Credit. Two red lines near left hand 
edge. Three columns near the center of page, and 
similar lines on right hand or Credit side of page. 

S. What is written at the top of the page. 

Ans. The name of the account, with Dr. at the leJS 
hand, and Cr. at the right hand side of the page. 

.'i. What is the use of the two left hand columns ? 

Anfi. To enter the date of the entry or transaction. 

a. For what purpose is the large central column use( 

Ans. To write the entry, which has been brought from 
the book of original entry. 

6'. What is the next column used for ? 

Ans. To enter the page of the book, in which 
original entry was made. 

7. What is entered in the next column ? 
Ans. The Dr. amount in dollars and cents. 

8. Which is the Dr. side of the page ? 
Ans. The left hand side is Dr. 
-''. Which is the Cr. side of the page ? 
Ans. The right hand side is Cr. 
10. What are the right hand columns used for ? 
Ans. To make the credit entries iu the same manafl) 

as the Dr. entries. 



THE LEDGER. 
LESSON XVII. 



GENERAL QUESTIONS. 
No. .W. What is a Ledger ? 

Ans. The Ledger is the merchants most important 

%ook. All the entries and details from the subordinate 

are gathered into this book in a compact form, 

fan examination of which will show the true condition 

[ of the bueiness. 

5il. What does the term posting mean f 
Ans. Posting is the transferring of entries from the 
iDaily Journal, Sales Book or Cash Book, to the proper 
raccount in the Ledger. 

60. How often should the books be posted ? 
nn. A systematic Book-keeper should post his books 
ery day, commencing with the Cash Book, Daily 
(journal and finally the Sales Book. 

, What sign is used to show that an entry has 
I posted !' 

Ans. When an entry is posted to the proper Ledger 

lage {or folio) the number of the Ledger page must be 

[|)laced opposite the entry in the loft hand column of 

Jie book of original entry. 

62. How do you show, in the Ledger, the page of 

Kthe book of original entry from which you have posted 

I the entry ? 

Ins. By placing in the narrow column at the left of 
1 dollar column in the Ledger, the number of the 
b:pag'e from which the entry was taken. 
6S, What is the first rule in posting ? 
Ans. Understand fully the entry, then carefully post 
Ethe various items to the proper accounts, and on the 
^-correct side of the account. 

6'4. What other rule is given ? 

Ans. Transfer carefully and correctly, each figure of 
ifae date, page and amount to the Ledger. 



44 DOUBLE EXTRY BOOK-KEEPINO. 

LESSON XVIII. 
The Ledger. 

The Teacher will havfs one of the Pupils rule on the 
Black Board, a Ledger Page ; also a Daily Journal Page 
on the right hand side of it, in which to make the original 
entries, to be posted in the Ledger. 

Rules for Opening a Ledger. 
As far a« practicable, it will be found more convenient 
to use the first part of the Ledger for the Capital Stock, 
Merchandise, Cash, Expense, Profit and Loss, Bills Re- 
ceivable, Bills Payable, and similar accounts. 
Use blotting pads on each entry. 
Never allow a blot on the Ledger. 
Avoid erasures and alterations. 
Remember, that every debit must have a credit. 
Carefully put each item, in the proper place. 
In opening an account, he very careful to enter the 
name in the Ledger Index. 

Great care must be used in posting. Be sure to place 

the amount under the right account, on the proper side 

of the account, and to correctly transfer each figure. 

EXAMPLE. 

I purchase from Amos Williams 10 barrels of Flour 

worth S50, and give my note at ^0 days. 

Make the proper entry on the Black Board, in the Daily 
Journal page, and post it to the proper accounts in the 
Ledger. 
The entry will be— 

Merchandise for Invoice Flour Dr. 850.00 
To Bills Payable for mv note to Amos ( 

Williams at 30 days from July Yi, i^ Cr. «50.00 
At the end of 30 days I pay the note to Amos Williams. 
Make the entry on the Board and post to the proper ac- 
counts in the Ledger. 

Bills Payable for am't. paid ) 

my note to Amos Williams, f Dr. S5U.00 
To Cash Cr. $50.00 



POSTIXO THE LKIXIER. 46 

LESSON XVIII. 

ICONTINL'ED.J 

Oq which side of the Merchandise account is the first 
B^Dtry posted— why and how ? 

1 the left hand, or dehit side, because merchan- 
I dise is the debtor party — To Bills Payable. 

On which side of the Bills Payable account is the first 
■entry posted — why and how ? 

Ans. On the right hand, or credit side, because Bills 
l^ayable is the creditor party— By Merchandise. 

On which side of Bills Payable account is the second 
tentry posted— why and how ? 

Ana. On the left hand or debtor side, because Bills Pay- 
iible is the debtor party— To Cash. 

which side of Cash account is the entry posted 
—why and how ? 
Ah3. On the right hand or credit side, because cash 

Phaving furnished the money is the creditor party 

I By Bills Payable. 

How are these entries written in the Ledger ? 
Ans. — To Bills Payable, Bv Merchandise. 

To Cash, By Bills Payable. 

OEI7ERAL QUESTIONS. 
6'5. How is a debit entry made in the Ledger? 
Ana. To Merchandise. To Cash, To Bills Payable, or 

To whatever the entry is debtor to, 
fie. How is a credit entry made in the Ledger? 
Ans, By Cash, By Merchandise, &c. 

, How is a Ledger page ruled ? 
Ans. A Ledger page is divided into two equal parts, 
' "001 top to bottom. 
SS. What are the two sides called ? 
Aus. The debit side, and the credit side ? 

69. Which is the debit side ? 

Ans. The left hand side, is the debit side. 

70. Which is the credit side ? 

Ans. The right band side, is the credit side. 



46 DOUBLE ENTRY BOOK-KEEPING. 

LESSON_XIX. 
Posting the Ledger. 

The Teacher will draw, (or have drawn) on the Black 
Board a Daily Journal page, in which to make the 
original entries, also two Ledger pages, which can be 
divided by lines drawn across, giving room for four 
accounts. 

Examples for Entries and Posting. 

1. I sell to John Jones 50 yards Alpacca worth $35,.l 

2. I purchase for Cash, an Invoice of Goods from] 
David Scott, amounting to $200. 

Z. John Jones pays me 820 on account, 

4. I purchase from Thomas Moore, an Invoice ofo 
Goods on 30 days time, $150. 

5. I pay Thomas Moore amount due him S150, 

NEWBERN. N. C. July. 1885. 



\. Alpacca liii 50c. 



SSOO 



aooo 

20W 



k 



1st Transaction. 

Why is John Jones debited ? 

On which side of Jones' account in the Ledger mtli 
the entry be posted ? 

How is the entry in the Ledger written ? 

Ans. To merchandise. 

Why is the merchandise account credited ? 

On which side of the merchandise account is tl^ 
entry posted ? 

How is the entry in the Ledger written ? 

Ans. By John Jones. 



POSTIXO THE LEDGER. « 

LESSON XIX. 

[(.■ONTINIEO-I 

tnd Transacfion. 

Why is merchandise account debited for purchase 
[from Scott ? 

How ia the entry written in the Ledger ? 

Ans. To Cash. 

Why ia Cash account credited ? 

How is the entry written in the Ledger ? 

Ans, By Merchandise. 
prd Transaction. 

On which side of Cash Account is this entry posted? 

How is the Ledger entry written ? 

Ana. To Jolin Jones, 

How is tlie Ledger entry written in Jones' account ? 

Ans. By Casli. 

On which side of Jones' account is the entry posted? 
^th Transaction. 

How ia this entry written in the merchandise account ? 

Ans. To Thomas Moore. 

How is it written in Moore's account ? 

Ans. By merchandise. 
fth Transaction. 

How is this entry written in Moore's account? 

Ana. To Cash. 

How is it written in the Ledger Cash Account ? 

Ans. By Thomas Moore. 

GENERAL QUESTIONS. 

71. How is a Ledger entry made ? 

Ans. Every Ledger entry is made in the name of an 

Recount. An entry Merchandise Dr. To Cash — 

'will be posted in the Merchandise Account. To Cash — 
and in the Cash Account— Bv Merchandise. 

7J. What is the proper position of the hoots on the 
desk '; 

Ans. Place the Ledger on the left hand end of the 
desk, and the other books on the right hand. 




DOUBLE ESTRY BOOK-KEEPINO. 
LESSOlf XX. 

Balancing the Ledger. 
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The teacher will instruct the pupils how to draw a 
Ledger page on the Black Board and how to draw bal- 
ancing lines. 

Also, place several pupils at the Board, let thein draw 
Ledger pages, make the following entries, and balance 



the accounts. 








Dr. 


James 


OSBORN, 


Cr. 


To Merchandise 


*300.00 


By Cash 
" Bills Receivable 


iflRO.OO 
40.00 


Dr. 


SA-MUEL 


Thompson, 


Cr. 


To Cash 


$1011.00 


By Merchandise 
" Bills Payalde 


1 m_m 

50.00 


Dr. 


John Jackson. 


Cr. 


To Merclmnilise 
Do 
Do 


#10.00 
H.(M) 
4.1.00 


By Cash 

■' Do 

" balance to new acct. 


$16.00 
40.00 
I8.0(L 


To balauce from 


old acct. 13.00 




i 


Dr. 


William Black, 


Cr.l 


To CaBh 

" Bills Payable 


leioo.oo 

75.00 
IV acct. 25.00 


By Merchandise 

By balance brot. down, 


taoo.oo 

S5.00 


Dr. 


Richard Berky, 


Cr. 


To Balance from Folio 10 t30.()O 

" MtTchandiae S.OO 

Do 8.00 

■' Balance to new acct. 3.00 


By Merchandise 
- Cash 

" Merchandise 

By glance brought dow 


fU.OO 
10. (XI 
1.1.00 

D 3.00 
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BALAXCTXG THE LEDGER. 
LESSON XX. 



Lc'i 



^'•l 



Balances. — (A ruem. of the balance to the Dr. or Cr. 
t'<>( each acfount)— are usually takcu from the Ledger at 
, the close of each mouth, and entered in a book kept for 
the purpose. Tliis euatiles the owner of the buBiness to 
see tiie comlition of Iiia account with each person. When 
taking this monthly balance it is nut necessary, nor 
deiiirable to draw the balancing lines on the Ledjjer. 
t An account should be closed and balanced, whenever 
Rt is paid ill full. When a settlement is obtained, 
carry the balance, if any, to new account. 
Use red ink for ruling balance lines. 
When an account is transferred from one page to 
another, enter the page to whi(di the balance has been 
_ carried, also the page from which it, has been brought. 
Thus: By Balance to Folio 40, Siy.iU. 
6.nd commence the new aecoiiiit. 

To Balance from Folio Ifi. 918.40. 
If the account is carried from one Ledger to another, 
jfeDter thus : 

By Balance to Ledger B, Folio S-l, $40.00. 
I^nd in the new Ledger unter 

To Balance from Ledger A, FoHo 47, 84(5.00. 

GENERAL QUESTIONS. 

73. When should an account be balanced ? 
, An account should he balanced whenever it is 

aid in full, or whenever a settlement is effected. 

74. At what otht!r times should accounts on the 
licdger be balanced ? 

An.^. Accounts are usually balanced on the Ledger, 
DU the first day of January and July, and the balance 
^nmunt carried to new account. 

76. When an account has more Debits, than Credits, 
Jiow is it balanced ? 

Anfi. By entering on the Credit side of the account 
fan amount sufHcient to make it balance, and carrying 
|!(iiat amount to the Dr. side of the new account. 

When an account has more Credits than Debits, 
is it balanced ? 
_ Ans. By entering on the Dr. side of the account an 
[ikniijunt sufficient to makn it balance, and carrying 
^at amount to the Cr. side of the new account. 




DOUBLE ESTltY HOOK-KEEPINO. 

LESSON_XXI. 
Partnership Accounts. 

Thomas Jones and Amos Williams form a partnership 
this day, each agi'eeing to contribute a certain amount, 
of capital and to share equally in the profits of tl 
businefs. 

Thomas Jones invests Cash, $1,000. 
And Merchandise valued at #500. 
Amos Williams invests Cash, 8300. 
And a store house worth $70n. 
They desire to open a set of Double Entry Books^ 
under what rule must the entry be madi " 

Ans. Charge or debit the proper accounts, with the 
assets, or capital invested, and credit the saniu to tlie 
parties who furnished the amounts. 
Of what is the capital composed ? 
Ans. Cash, Merchandise and Property, and th( 
accounts must be debited. 
What accounts are credited ? 
-4715. Thomas Jones and Amos Williams, 
Why are they credited y 
Ans. Because they furnished 
therefore entitled to the credits. 

Sundries Dr. 

Cash, For amount invested. 
Merchandise for Goods I 

contributed to Capital Stock. ( 500. 
To Thomas Jones, for amount in- 1 
vested by him, in business as [- 
partner "with Amoa Williams, ) Cr, *L500. 

Sundries Dr. 

Cash, For amount invested, *800. 
Property for Store House, 700. 

To Amos Williams for amount^ 
invested by him in business > 
as partner" with Thos. Jones. ) Cr. «1.500. 
Why are Cash, Merchandise and Property {or 
Estate) accounts debited ? 

Ans. Because these accounts have each received vali 
for which they are held accountable to the owners 
the husinesa. 






the values, and a; 
The entries will be; 



*I,000. 



PARTNERSHIP ACCOUNTS. 51 

LESSOIT XXL 

LCOSTINUED.J 

GENERAL QUESTIONS. 
77. How Eire partnership accounts kept ? 
Ans. Partnership accounts are kept exactly as other 
■ accounts. Each partner is credited with what the 
"business owes liim, and he is debited with what he owes 
the business. A partner is debited with whatever he 
draws fronfi the business, and he is credited with any 
additions that he may make to his capital in the business. 
7S. If one partner draws Merchandise from the 
business what entry will be proper ? 
Ann. Thomas Jones. Dr. 

To Merchandise, Cr. 

7". If one partner adds to his capital in tlie business 
fwhat entry will be proper-' 
Ans. Cash Dr. 

To Amos Williams, Cr. 

50. If a partner owes a debt and pays it from the 
Jpartnerahip Cash, what entry is proper ? 

Ans. The partner is debited and Cash Account is 
credited for amount paid. 

51. If one partner owes a debt and gives a note signed 
by the Firm for the amount, what entry will be proper Y 

An.'i. Amos Williams, for amount | 

due by him to Howard & Jones, f Dr. 
To Bills payable for our note, ) 

at sixty days, from July 1st, \ Cr. 

83. If one partner sold a piece of his own property, 
Ktcceiving a note for the amount, which he desired to 
■invest in the business, what entry will be proper. 
Alls. Bills receivable for note of 1 

Thomas Brown dated July 5th. V Dr. 
payable months after date, ) 
To Thomas Jones, for amount added I 
to his interest in business, ( Cr. 




63 DOUBLE ESTEY nOOK-KEEPIXG. 

LESSON ji:xii 

Partnership Accounts. 

In tlie last lesson, an example was given, showing 
how to make the opening entry for Partnership business 
for two or more partners. In this lesson will he fonnd 
entries which will naturally occur during the progress 
of business, involving the interests of partners. 

Thomas Jones makes a purchase for his own use and 
draws ¥50. The following entry will be proper ; 

Thomas Jones, Dr. $50.00. 

To Cash pd. .for Furniture,... Cr. 850.00. 
Amos WillianiR takes from the Stock. Family Supplies 
and makes the following entry : 

Amos Williams Dr. 125.00. 

To Merchandise for Flour. &c., Cr. 8^5.00. 
Thomas Jones comes into possession of One Hnndred 
Dollars, which he desires to add to his Capital in 
business, and makes the entry : 

Cash Dr. SIOO.OO. 

To Thomas Jones, Cr. SKKi.fJti. 

Amos Williams owns a warehouse which he sells to 
the Firm of Jones & Williams for %'iW, and makes an 
entry in the Daily Journal as follows i 

Property for Warehouse, Dr. 8300.00. 

To Amos Williams, Cr. S^IOO.OO. 

Under the terms of partnership either party was to 
receive interest at the rate of per ct. per annum, on 
any excess of Capital, owned by him in the business. 
At the end of the year it was found that Amos Williams 
had drawn out more than Thoa, Jones, and that Jones' 
average credit in business exceeded Williams' by $40(J. 
Either of the following entries would be proper : 

Interest Account, Dr. 534.00. 

To Thomas Jones, for Interest on 1 
his excess of Capital in business, - 

$400, at ti per cent ) Cr. 824.00. 

Or, if preferred, Interest can be debited for the whole 
amount, and each partner receive credit for Interest on 
his entire amount invested in the business. 



PARTNERSHIP ACCOUXTS. 63 

LESSOR XXII. 

[CONTINUED.] 

At the end of the first year it was found that the 
net profits of the business amounted to 8G50. The 
following entry would close the Profit and Loss account. 

Profit and Loss, Dr. $G50.00. 

To Thomas Jones, for his ) 

one-half profits in business, f Cr. $325.00. 

To Amos Williams, for his ) 

one- half profits in business, f Cr. S325.00. 

The next year's business proved unprofitable and a 

loss of Capital occurred to the extent of 8400, requiring 

tlie following entry : 

Thomas Jones. • ) 

for one-half loss, f Dr. $200.00. 

Araos Williams, ) 

for one-half loss, f Dr. §200.00. 

To Profit and Loss, to cover loss ( 

of Capital during the year. ) Cr. S400.00. 



GENERAL QUESTIONS. 

SJ. What entry is proper, when profit has been made 
by Partners in business. 

Ans, When the books are balanced at the close of 
the year, the net profits should be credited to each 
Partner, as his interest may demand under the part- 
nership contract, debiting the same to Profit and 
Loss Account. 

S4, What entry will be proper, when a loss has 
occurred in business ^ 

Ans, In case of loss in business, each partner's account 
must be debited with his share of the loss, crediting 
the same to Profit and Loss Account. 

tVJ. In what way can each Partner receive his proper 
interest, on his Capital invested in business ? 

Ans, Interest must be debited, and each partner must 
be credited with the interest on his Capital invested, or 
one partner can be credited with the interest on his 
excess of Capital. The first plan is usually adopted. 



54 DOUBLE ENTRY BOOK-KEEPING. 

LESSOIT XXIIL 
Expense, Commission, Profit and Loss. 

The expense account must be debited with all item's of 
Rent, Salary of Clerks, Freight, Insurance and other 
expenses of conducting the business. This account is 
usually closed by being carried into the Profit and Loss 
Account, annually or semi-annually on the last days of 
June and December. 

The following are some of the entries, that are usual 
in expense account; 

Expense Dr. $100.00. 

To Cash, paid Store Rent, | 

• for quarter ending March 31, f Cr. f 100.00. 

Expense Dr. $60.00. 

To Cash, paid Clerks Salary, \ 

for month of March, ) Cr. $60.00. 

Profit and Loss Dr. $650.00. 

To Expense Account, for amount ) 

to balance Expense Account, >• Cr. $350.00. 

for 6 months ending June 30. ) 

Commission Account must be credited with all Cash, 
or benefits received from others, for work done, or for 
the sale of goods, on which a commission is charged. 

Commission Account must be debited with amounts 
paid to other parties for work performed by them. 

Commission Account is carried into Profit and Loss 
Account semi-annually, when the books are closed. 

The following are usual Commission entries : 

Cash Dr. $10.00. 

To Commission Account, for 2^ ) 
per ct. Commission on sale $400 V Cr. $10.00. 
for account T. H. Ives ) 

Underwriters Agency, Dr. $20.00. 

To Cora, on July Policy, Cr. $20.00. 

Commission Account, Dr. $15.00. 

To Samuel Dunn for ) 

Brokerage on Cargo Lumber, j Cr. $15.00. 

Commission Account Dr. $150.00. 

To Profit and Loss for amount 

to balance Commission account ]• Cr. $150.00. 

for G months ending Dec. 31. 
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LESSON xxni. 

[CONTINUED.] 

Profit and Loss. 

All accounts which represent Expenses or Losses, 
also accounts representing Gains or Profits, are finally 
transferred to this account, thus bringing together in 
one account, all the items of Gain and Eoss, and thereby 
exhibiting the true state of the business. This is usually 
done on the last davs of June and December. Thus: 

Commission Dr. $150.00. 

To Profit & Loss, to bal Com. acc't, Cr. 1150.00. 

Discount, Dr. f 100.00. 

To Profit & Loss, to bal. dis. acc't. Cr. $100.00. 

Profit and Loss, Dr. $250.00. 

To Interest to balance interest acc't, Cr. $250.00. 

Profit and Loss, Dr. $1G0.00. 

To Advertising to balance adv. acc't, Cr. $160.00. 

Profit and Loss Dr. $300.00. 

To Expense to bal. expense acc't, Cr. $300.00. 

Merchandise Dr. $1,250.00. 

To Profit & Loss, for profits on sales ) 
for six months, ending Dec. 31st, f Cr. $1,250.00. 

After the above entries have been made and posted to 
Dr. and Cr. of Profit and Loss Account, the amount 
required to balance the account is carried to the Dr. or 
Cr. of the owner, as the facts may demand. If a profit 
has been made. The following entry will be proper : 

Profit and Loss Dr. $750.00. 

To William Johnson, for net profits | 
six months ending Dec. 31st, f Cr. $750.00. 

Or, If there are partners, and the business has lost 
money, the entry will be : 

James Simmons, ) 

For one-half of loss in business >• Dr. $65.00. 
for 6 months ending Dec. 31, ) 

John Thompson, ) 

For his one-half loss, j $65.00. 

To Profit and Loss, ) 

For amt. to bal. Profit & Loss account, j Cr. $130.00. 



5G DOUBLE ESTHY BOOK'-k'EEPIXG. 

LESSON XXIV. 
Review. 

1. Amos Lane, a Merchant, has a settlement with a 
custoniei' and creditor, Henry Claxton, to whom Iih oweil 
a note 84(i0.57, and IntRrest on same Sil'J. la, H. Claxtou, 
owed Lane an Account $5(i. 41), which he wished lo pay, 
and he, Claxton, agreed to accept from Amos Lane in 
settlement, a note yiven by S. L Rich to Amos Lan» 
*300, and to take Lane's note at -'JO days for 850, and 
his check for $in.3f', the balance due. 

What entry shall be made ? 

a. Amos Woolen, Afjent for Equitable Insurance Co., 
lias received PremJome durinK the month, which have 
been credited to tlie Co., SilU.OO on which he is entitled 
to 10 per ct. 141.00, leaving due the Co. $.3Cil, he sends 
them his check on the Natioriiil Bank. 

How shall the entry be made ? 

'6. Allen & Davis are partners in business, and find 
that they have made iiccoriling to the Credit in Profit 
and Loss Account, S,S0O, wiiich by the terms of part- 
nership, is to be equally divided. 

"What entry will be proper? 

4. ThfV have lost »4(l. What entry ? 

5. I sell for Account of Benj, Jackson, 100 Bales Hay. 
8148, which amount has been placed to his Credit. He 
has been charged with Cash paid Freight, on the Hay, 
812.00. I am entitled to a Commission of 3* per ct. on 
Gross Sales, 8'J.70. I render Account Sales and send 
him my check for $132.30 on National Bank. 

What entry will bo necessary ^ 
(!. I sell my half interest in the Mill Creek Property 
for »i!00, Cash. This Property cost 8^50, which amount 
was charged to Property Account, 

What entry must be made ? 
7. The Property (which cost 8?50) was sold for^MO, one- 
half Cash, fiSO, and the balance, 8450, on Bond and 
Mortgage, payable one year after date. What entry ? 



REVIEW. 57 

LESSON XXI7. 

[continued.] 

9. Sundries to Sundries. 

Bills payable for Amos Lane's ) 

note to H. Claxton taken up V Dr. S4G0.57. 
and cancelled this day. ) 
Interest on same to date Dr. .12.13. 

To Henry Claxton to balance account, . . . .Cr. §50.4:0. 

To Bills received for note of S. I. ) 

Rich to Amos Lane, due Nov. 1, V 300.00. 

endorsed to Henry Claxton, ) 

To Bills payable for Amos Lane's | 
note to Henry Claxton at 30 days, f 50.00. 

To National Bank for check to balance, 75.30. 

What was the transaction ? 



10. Willam Thompson, Dr. } 

For net sales of Butter, f $70.00. 

To Cash paid freight and cartage, $ 8.00. 

To Commission, 2i per cent 1.00. 

To National Bank for check to balance, 00.10. 

What was the transaction r 



11. Aetna Insurance Co., ) 

for premium receipts during May, f Dr. Si 4:0. 00 

To Commission Account, 20.00. 

To National Bank for check to balance, 120.00. 

What was the transaction ? 



12. Sundries to Sundries. 

Cash for partial payment on | 

sale of property, [Dr. 8400.00 

Bills receivable for note of ) 

Edward Williams due Dec. 1st. f Dr. OOO.OO 

To property for sale of dwelling | 

on Thomas Street, f .... Cr. 81)00.00. 
To Profit and Loss, for profit on same, 100.00. 

What was the transaction ? 



13. Cash for sale of Trent Farm, Dr. 8jO0.(H). 
Profit and Loss, For loss on same, 50.00. 



To Property Account, for cost of 
Trent Farm sold this day, f Cr. $550.00. 



} 
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LESSON XX7. 
The Sales Book. 

This book is used for the purpose of cliarjiing or 
debiting the sales of good^ or merchandise, tliat are sold 
OH credit, and it is geuerally useil only for the purpose 
of recording credit sales. This is an important liook for 
the merchant, aB it often contains a very large portion 
of his business. 

Accuracy in entering goods, that are sold on credit, is 
of the utmost importance. Errors in accounts destroy 
confidence. Neglecting to charge involves an absolute 
loss of the article sold. 

An entry in this book means that the merchant has 
taken the name of a customer in the place of Merchan- 
dise which has heen delivered to him ; therefore, he 
should not only he careful to enter the name of his 
customer, with the amount correctly stated, hut he 
should be quite sure that the name is worth as much 
as the goods delivered. 

The Sales Book is ruled in the same manner as tlie 
Daily Journal, with double columns for Dollars and 
Cents. Thus : 



For what purpose is the left hand column used ? 

Ans. To enter the Ledger folio, to which the entry 
has been posted. 

What is the use of the broad center column ? 

Ans. To enter the name of the purchaser, and a 
description of the merchandise sold. 

What is the use of the first Dollar and Cents column ? 

Ans. To enter the value of each article of the charge. 

What is the use of the final column ? 

An.f. To enter the total amount of the transaction, 
which may embrace two or more articles. 




THE SALES BOOK. 

LESSON XXV. 



\'-' 



IN L- El.. J 



OENERAIi QUESTIONS. 
S6. For wliat purpose in tlie Sales Book used ? 
Aiis. The Sales Book is one of the books of original 
I entry, and is used for the purpose of entering credit 
I Bales of merchandise. 

*7. What is done with the entries that are made in 
[ the Sales Book Y 

Ana. This being one of the hooks of original entry,' all 
the entries are posted from it. into tho Ledger, and the 
amounts are placed to the debit of the parties to whom 
the goods were sold. 

**. On which side of the account is the debit entry 
posted, and how ? 
Avs. The entry must be posted in the Ledger, on the 
I left hand or debit side of the account, — To Merchandise. 
sy. How do you find an account in the Ledger ? 
Ans, An account is found, by examining the Ledger 
I Index, where the name of each account must be entered 
I as soon as it is opened in the Ledger. 

'0. How is an entry from this book made in the 
Ledger ? 

Alls. An entry in the Ledger from the Sales Book, is 
nade as follows: 
July 13. To Merchandise Sales Book Folio 10. 24.00. 
91. Is each entry that is made in this book credited to 
I the raercbandise account ? 

Ans. The entries in the Sales Book, are added together 

in the right hand or total column, and at the close of 

each month, the total amount that has been debited 

I during the month, is posted to the credit of merchandise 

I account. 

93. How is the entry posted in the Ledger merchan- 
I dise account ? 

Ans. By Credit Sales for July. 

Or, By amount debited to Individual Account. 
93. Why is not each entry credited at the time to 
I the merchandise account ? 

Ana. Because it would be a burdensome and useless 
J work, which can be done by one entry at the close of 
Leach month. 



rx) DOUBLE ESTRY BOOK-KEEPISG. 

LESSON XZVL 



The Sales Book. 

t SHOWING Ht)W TO MAKE CHARGES OR ENTRIES.) 



.\EWBER.V. X. ('.. 


.Tl'LY 


1. 1HK5. 






toifcO 








, 


14 James I\ei«i. 




Dr. 






F«^r 7 Bii>ht^l 0"»m / ^>. 






% 4 55 




if» Bushel Oai> /. -V». 






500 


955 


' .VJt>>EPe U Rhex. 




Dr. 






tJ Aii«^n C»>tt<M: Cultivators 


A |6. 




1200 




:^ I>ick>«"*n l'«^ll<^n Swt^pei v 


f<. 




12 00 


■ 


^ aan«iie*i Hoes / -V*. 






300 


27 00 


• \<^^ E. B. O^x. 




Dr. 






^ l>air Trace OliAins -v .V». 






3ii0 


. 


;'"•• *<i^ PK^vr Ca>ting>> v ■>. 






500 












800 


• l^J. J. UoLTKXDEX. 




Dr. 






2 Kt-pi Nails /> ^^.'»i\ 






600 




1 Straw Cutter. 






9uO. 


15 00 


*• fi»«Jr»HN Owens.. 




Dr. 






1 >«*t Bupcy Harness. 






12 50 




1 Riiiinc Sa»t*ile. 


• 




600 


18 50 


•• '24SAMrET. Ja* K><^N. 




Dr. 






: Barrel Pork. 








1 
15 00 


*• 4^ Edward Davis. 




Dr. 




: 


4<> yanis Muslin -/t 7. 






2l30 


i 


16 yards Bla<-k Al^vaca /> 44t, 






640 






> s|>^^ls White- Til read -i .\ 






40 






:^ |\a|^r? X^-iiles // 10. 






30 












— — — 


990 


' 17 W. C. WlO.ETT. 




Dr. 








1 harrol Gran. Sugar 25-> ^<> 


r: >. 




18 00 






4 Hams A^ !Ks ^.; W 






645 






a. Tt*s (Tiveu Tea ,« 75. 






150 














25 95 


•' 69\Vtu,iam PlNN. 




Dr. 




1 

1 


4,iVM> Hani Brii^k -: iJS, 






3200 






:^ barrels IWt Cenioiit ^ $5. 


5<^. 




750 














39 50 


*' 40 S A Mr El, \V. SWAlJ,\Vi>^D. 




Dr. 






1 Grain Fan. 








22 


50 


'^ *2SS. H. Gray. 




Di. 








10 l\Hnvls Li mo /t l.Vi. 








15i00 


Amount oarrie«i foi-« 


'ani. 




ft 205 90 

1 

h 



THE HALKS BOnK. 6 

LESSON XXVI. 

llOKTISIlim.J 

j^^ewbern: X. a, julysj, isss. 



Amount broDgbt forward. 



To MerclincidiBi 



t of July a 



What is the first entry in this lessoQ ? 

An-t. Jamea Ives is charged with corn and oats, 

What do the figures in the first dollar and cent column 
[ represfint ? 

Anx. The total value of the item charged. 

What do the figures in the outside column represent ? 

Ana. The total amount of the charge or entry. 

What do the figures in the left hand column denote ? 

Ans. The figures in the left hand column of the 
tSales Book (as in the Daily Journal and Cash Book) 
tshow the page or foHo of the Ledger, to which the 
1' charge has been posted. 

On what page of the Ledger will James Ives account 
[be found ? 

Ans. On page 14. 

What is meant by the entry To Merchandise at the 
\. close of the month ? 

Ans. This entry is intended to be posted to the 
[ credit of Merchandise Account, and represents the total 
T'RTnount of Goods that have been sold, and which have 
fbeon debited to the several accounts during the month. 

Note. — The entries contained in this Lesson, should 
should be written by the Pup-Is in Sales Book pages, 
drawn on the Black Board. 




03 DOUBLE ESTRY BOOK-KEEPIXO. 

LESSON XXVII. 



The Sales Book and Accounts. 

In the previous lesson, model entries were given, 
which can properly be made in tlie Sales Book. 

The lesson also explained the plan of crediting the 
sales, for the entire month, in one entry to the credit of 
the merchandise account. This plan avoids the necessity 
of making numerous credit entries, and it is perfectly 
correct and proper. 

How should Edward Davis' bill he written ? 

\ewbern, X. C, July 15, 1885. 



Mr. Edward D.avis, 
1885. To H, S. Allen. 



Dr. 



July 



For iil yds. Muslin at 7 cts., 

" Hiyds. black Alpaccaat40ct8. 
'• S spools white Thread at 5 c, 
■' 3 papers Needles at 10 cts, . 

July iiU, 1SS5, Rec'd. Paym't. 

H. S. Allen. 





41 V 


80| 




.1 


() 


ii 




j 




, » 


oo 



Why is July 15 placed at the head of the bill i" 

Ans. It is always proper to write the name of the 

place of business, and the date at the bead of bills or 

invoices, showing when tlie bill was rendered. 
Why is July 10 placed in left hand column 't 
Ans. Because that was the day on which the sale was 

made, and because it is proper to enter on the bill, the 

date of each purchase as shown by the original entry in 

the Sales Book. 

Why is July 20th placed at the lower left hand corner 

of the bill ? 
Ans. Because the bill was paid on that day, and 

because a receipt should always be dated. 
Why should a receipt always he dated y 
Ans. X receipt should he dated for various reasons, 

but especially is it necessary for future reference, when 

it may become important to determine the exact day of 

payment. 




THE SALES BOOK AXD ACCOUXTS. 

LESSON XXVII. 



QENEBAL QUESTIONS. 

y^. How does the merchandise account receive credit 
ffor the goods that have betjn sold, and debited to various 
j parties ? 

Ins. At the close of the month, the total credit sales 
I arn posted to the credit of the merchandise account, as 
t shown iu Lesson 2C, 

W5, On which side of the merchandise account must 
I the entry be made ? 

Its. The entry must be made on the riffht hand or 
I credit side of the merchnndise account— By Credit Sales. 
UG. Why are the sales credited to the merchandise 
I account ? 

Arts. Because the merchandise account has conferred 
I the benefit, by furnisiiing tlie goods that were sold, and 
Which have been charged or debited to the various 
I customers accounts. 

H7. Can any entries bo made in the Sates Book that do 
' not record credit sales ? 

Ans. The Salew Book should be devoted exclusively to 

[ the record <if credit sales, but wlien a business requires 

y few Daily Journal entries, it is quite proper to 

I devote one or more pages of the Sales Book to that 

purpose, each month, 

)'. What is shown by an entry iu the Sales Book ? 

Ana. An entry in the Sales Book, shows that the 

merchandise account has parted with goods, to that 

1 extent, and that the name of a customer has been 

1 received in exchange for the amount specified. 

W. Can cash entries be made in the Credit Sales Book? 

Ans. Every merchant or hook-keeper must endeavor 

' to adapt his plan of Book-Keeping, [and the books used] 

, to bis ousiness, in order to obtain the best results with 

the least expenditure of labor. Always romembering 

that clear statements and correct principles in making 

entries must be observed. We advise every business 

man to keep a Daily Cash Book, separate from all 

other books. 




DOUBLE EXTRV BOOK-KEEPIS^O. 

LESSON XXVIII. ■ 



The Cash Book. 

The Cash Book is frequently of equal, if nut of 
greater importance t(i the Merchant than either the 
Sales Book, or the Daily Journal. — and great care \» 
required in order to keep it correctly. This is one of 
the books of original entry. All transactions involving 
cash must pass through the pages of this book, and be 
posted from it to the Ledger. 

The success of a hnsiness often depends largely upon 
the proper management and care of the Daily Cash 
Book, which must be kept in a clear, correct and con- 
cise manner. 

In this and the following three lessons, the Cash 
Book will be fully explained and illustrated. 

The Cash Book is usually ruled wil,h double columns 
for dollars and cents, but the writer has found the triple 
column so much more convenient, that he has adopted it 
in these lessons. 



GENERAL QUESTIONS. 

100. For what purpose is the Cash Book used ? 
Ans. The Cash Book is used only to record daily 

cash transactions. 

101. Are any entries other than cash allowed in this 
book ? 

Ans. Only cash entries are allowed in the Cash Book. 

i02. What is considered as cash 't 

Ans. Currency, checks and sight drafts are usually 
counted as cash items. 

J'«. What is the first entry in opening a Cash Book ? 

Ans. The first entry will be to credit the cash capital 
invested by the owner of the business, and which will 
be entered to the credit of Capital Stock, or the owner 
of the business, and debited to the Cash Account. 




I 

f( 

CI 

I 



THE CASH BOOK. 
LESSON XXVIII. 

[CONTINUED. I 

104. If the cash capital has been credited to the c 
ir capital Mtuck. by an entry in the Daily Journal, and 
QStod to the d)?liit of cash account oq the Ledger, what 
'ould tlien he the opening entry on the Daily Cash Book ? 
Ans. The first entry would then be. 

To amount on hand, see ) 

Ledger Cash Account, folio (J, ( *3()0.U0 
1(.)5. On which side of the Cash Book is this entry made ? 
Ana. On the left hand or debtor side. 
l()(i. What does this entry show ? 

Ans. It shows that the cash account, (or cash book) 
has received a certain amount of money, for which it is 
hold responsible. 

107. What will be the next entry ? 
Either to enter Cash Receipts, or to charge a pay- 
ment made from the cash, 

108. If the entry is for cash received, on which side of 
(he account must it he made ? 

Ans. On the left hand or Dr. side. 

109. How must the entry be made ? 
Ans. To James Williams on account, iSlO.OU 

110. What information does this entry convey ? 
Ans. It shows that the cash account has received $1(). 

for which it must bo debited, and also shows that it re- 
ceived the money from James Williams, who must be 
credited for the amount. 

111. If the entry is for cash paid out, how must it be 
lade !* 
Ans. It must be made on the right band or credit side, 

ihus: — 
By Merchandise, for 10 bbls. Flour, 450.0(1 

112. What information does this entry convey ? 

Ans. It shows that the cash account has parted with 
#50. for which it must be credited and also shows that 
the amount was paid for merchandise account, which 
must be debited, 

li:j. What rule has been given for this entry ? 

Ana. What is received must Dr. bo, To what is given. 




DOUBLE ENTRY BOOK-KEEPINO. 

LESSON XXIX. 
Cash Account. 



To amount on hand as shown by j 

Ltd(;ti' Cusli Accouut | 

" A. P. aiuijison to bal. account, . . 
" Bills receivable for amount of I 

S. W. Royal's note f 

" National Bank for check No. 808, 
" Thos. J. Mitchell on actouut 

Cash Sales 

To amount on hanti, 

W. D. Tucker on account 

W. S. "Woot*-n I 

Commission for commiaaion | i' 

ou Bale of Cottfin, [ 

Bills rec'blc foi- R. Thomas' note, 

IntereBt on R, Thomas' iiote 

Iniporters & Traders Bauk I 

Chec'k No. 496 f 

National Bank check No. S04. ...' 
TLoH. W. Carr to bal. account, . ., 



To amount on hand 

'■ Bills receivable for note of H. | 

Emery, dia. at National Baak ) 
■' Bills Payable tor my Notu I 

Discounted at Bank j 

" Enoch Wadaworth ou account,.. 

■' ■Walter H. Cohen 

" Newberu Gus Light Company J 

for collections, f 

Cash Sales 



18 00 

aooooi 

8 50: 



t carried forward,! ifll 



THE CASH BOOK. 6r 

LESSON EXIX. 

[CONTINUED.] 

jYEWBERK X. a, JULY, 1885. 
Cr. 



1 By Walter A. Wood aioouot \\\ 

paid liis draft ) ! 

■ Adv. paid Newbetn Journal, . . . ; 

■ Expense paid store rent 

' In'l pd. 6 moB. in't (o A. Faiaon, 
' National Bank for depoBit 

• L. a Wond 

* Merc handiee paid 10 kegsDails,.. 

■ Expense paid cartage | 



[ .W 

By BilJB Pay. paid not« to S. Jones. ' : 105 (XI | 

■ Importers & Traders Bk for chk ( | |i 

J. A. GuionCsli'rNat. Bk \ 1 200001 

' Expense pd. c'tg & lalrar on lime, 14 00 I | ! 

' C. T Hancock, . , I , 2 00 ^ 

I ■ !—, ■ 3 

fdOO ( 



By Interest pd. dis. on Emery's note, 
" Interest pd. dis. on own note. .... 

■ Real estate for purchase <if farm, 

■ Mercliandise wl. bill 1,. H. Cutler, 
' Life Ine. pd. Premium Aetna Cu. 



' Expense pd. Ins. on stock of goods 
' Expense pd. Caesar Lewis' wages, 

' Expense \Yi. postage & telegrams, 



Amount carried forwurd,^ *104 35. ♦MTS 10 



4000 
138520 



DOUBLE ENTRY HOOK-KEEPINO. 

LESSON k;:i;:. 

[continued] 

Cash Account. 



1885 






Salea. 


ndiv. a 


c't 


Totals. 






Amount brought forward,' fllT 


00 


1 701 'nr, 






July 


30 


To amount on Iiand. ! 

' ' Property for sale of City Lot. 




200 or 


40 


oo 






•' Interest for Coupons State Bond,' 




4o'ooi 








•' Interest for div. on Bk. Stock,': 




50 00 










" A Goi-don m account 


i 




36 00 


318 








00 




** 


Cash Salee 


' 60 60 






«0 


50 








»m 


40 


Jil.OlO 


V, 


♦418 


W 



Cash Dr 8l,ltir.05. 



To Individual Accounts ) 

which liave been posted to credit'- *1, 018.55. 
during tlie month, J 

Note,— The Teacher will find it profitable to have this lesson written 
out in full, by each member of the class, either on the Black Board, or 
on paper ruled for tho p.urpose, in order to practice the pupils in 
making such entries. A clear knowledge of how to keep the Cash 
Account, is of the utmost importance. The plan given is simple and 
correct, and it will be found suitable for almost any kind of business. 
Remember that all cash received by you, must be entered to the credit 
of the party from whom it is received; which \s accomplished by 
entering it on the left hand or Dr. side of the Cash Book. 



THE CASH BOOK. 

LESSON KXIX. 



X£!rBEB}^, X. a, JULY, 188S. 
Cr. 



1883 




Expense. 


Ind 


v.s 


c't Totals. 






Amount brought forward. 


1104 


3o||*!,173 


10 






July 


ao 


By R. Berry for ani't to bal. account, 

" Expense |]d. Qas billa for store,. . 


e 


ll 

oo! 


IS 


00 










'■ Geo.Alienpd.OaB bills for House. 








4 


00 








A 


" Expense pd. Insurance on Store, 


91 


00 


■ 






ST 00 






" SBrgent & Co. pd. Invoice 








47 


00 










" John Humphrey pd. his order,... 








4 


60 










" Natioual Bank for deposiL, 








250 


rHi 


831 
70 


SO 
DO 




Amouut OQ hand 












1 










1418 


SO 






fiai 


35 


«1 


498 


SO 







Sundries, To Cash, »1,C27.95 

Expense Account, ) 

for amount paid tor expense - $ 131. av 
account during the month, ) 

Individual .Accounts, ) 

which have been posted to [*1 ,496.60. 

debit during the month, ', ) 

Note. — The pupil should be thoroughly drilled in making Cash 
Entries, and in balancing the Casli Book, and be made to understand 
fully, how and n-hy each entry is madf, also how to prove the 
correctness of the footings, and also how to make the monthly closing 
entries. Lessons 30 and 31 will fully explain the subject. Remember 
that all cash paid out, must be entered to the debit of the party or 
account for which it is paid ; which is accomplished by entering it on 
the right hand or Cr. side of the Cash Book. 



DOUBLE EXTRV UOOK-KEEPISG. 

LESS ON X XX. 
The Cash Book. 



Cash Eiitiies shawhX al 



! be I 



made while the trans- 
acttoQ is ill progress, or liofore the money passes from 
the hand. 

Gush Receipts of pvei-y kind are Riitered on the left 
hand, or Dr. side of the Daily Cash Bnolt, and are posted 
from it to the credit of the proper accounts on the Ledger, 

An entry on the loft hand pag« of the Cash Book 
ineann that the Ca^h Aoconnt, or Cash Drawer has re- 
ceived that amount of money from the party whose name 
is entered. By this entry the Cash Account which re- 
ceives the benefit, is debited ; and the party who con- 
ferred the benefit hy making the payment is credited. 

Cash Payments, (or Cash paid out) are entered on Ihe 
right hand or credit side of the Daily Cash Book, and are 
posted from it to the debit of the proper accounts on the 
Ledger. 

An entry on the right hand page of the Cash Book, 
means that the Cash Account (or Cash Drawer which it 
represents) has paid that amount of money to, <ir for the 
party, whose nante is entered. By this entry the Cash 
Account, which confers the benefit by furnishing Ihe 
money is credited, and the party who received the benefit 
is debited. 

The Sales Column shows the Cash Sales of each day 
during the month. The column is adiled. andthe amount 
is carried forward from one page to another during the 
month, when it is credited and posted at the close of the 
month to the Merchandise Account. See Lesson a9. 

The Expense Column on the credit side of the Cash 
Book, showing daily payments for the expense account 
is added, and the amount is carried forward from one 
page to another during the m()nth when it is posted to 
the debit of expense account. See Lesson 2!). 

The figures in the left hand column denote the Ledger 
folio, to which tho entries have been posted. This mark 
■<-* when used in the Cash Book opposite the Cash Sales, 
and Expense Entries shows that these entries have not 
been posted, but that they are heing carried forward, to 
be posted in bulk at the end of the month. 

NOTB. — The Teacher will have the BtudentH draw n Dr. and Cr. page 
of Cabh Hook on the Black Board tind slateH. and by (jalliDg out (.'ash 
traMsactionfi, cause them to make the pi-oper entries on the Dr. or ('r 
Bide of the Cash Book. 



u 



mE CASH book:. 
LESSON XXX. 



GENERAL QUESTIONS. 

114. Why is the first entry in Lesson aO, written— To 
I Amount on hand, instead of being i-rediteil to an account':' 

Ans. Because this atnoimt had lietn dchited to Cash, 
[.and credited to tlie stofk uccount of the owner of the biisi- 
tness. by a Daily J(turual entry. (8ee Lesson XL) It is 
ptherefore placed in the Total Col. and is not to be posted, 

115. What amount is always shown in the first entry 
lot the Daily Cash Book, on the morning of the lii-st day 
I of each month V 

Ann. The amount shown on the Dr. side of the Daily 

Cash Book, on the moiniug of the fiist day of each 

month, must a^ree with the amount on thp Or. nide of 

the Ledger Cash Account, and with the closing balance 

Lon hand the previous month. The entry is written— To 

lamonnt on hand, and the amount is placed in the outside 

E'or Totaj Column, of the left hand page. 

[|(i. For what purpose is the left hand Dollar and Cents 
I'coluittn on the Dr. side (in the triple column Book) used ? 
Ans. To record the Daily Cash Sales. 

^ For what purpose in the middle column used ? 
IS. To record the amounts, which are to he credited 
^o the various accounts. 

US, For what purpose is the outside column used ? 
Ans. The outside column is used entirely for entering 
[the totals of the Sales column, and the totals of the Indi- 
vidual column, and for the amount un hand each day. 
119. For what purpose is the first credit column used ? 
Ans. To enter the various amounts debited to the 
[Expense account. 

lift. For what purpose is the middle column used ? 
Ans. To enter the amounts which are to be debited to 
f the various Individual accounts. 

1^1. For what purpose is the outside column used ? 
Ans. To enter the totals of the Expense column. The 
F totals of the Individual column, and the amount on hand 
|at the close of each day. 

12'J. How often should the Cash account be balanced ? 
Ans. The Cash account should be balanced daily, in 
lorder to prove correctness or to defect errors. 



72 DOUBLE FLymV BOOK-KEEPING. 

LESSOR XXXI. 
Monthly Closing of the Cash Account. 

At the end of the month, the Cash Account is debited, 
on the debit side of the (Jash Book, for all that has been 
received and credited to Individual Accounts, and also 
for the total cash sales of thn month. See entry at the 
close of the month. Lesson iO, Dr. side. 

At the end of the month, the Cash Account is credited 
on the credit aide of the Cash Book, with all that has 
been paid out, and which has been debited to Individual 
Accounts, and also for the total amount paid out for Ex- 
pense Account during the month. See entry at the close 
of the month. Lesson 20, Cr. side. 

The amount on hand at the opening of the day's busi- 
ness, together with the tota.l amount of cash receipts, 
which have been credited to the various accounts, and 
the Cash Sales for the day; must always be equal to the 
payments debited to Individual Accounts, payments for 
Expense Account, and the cash on hand at the close of 
business. 

The cash with which the month commenced together 
with the total footings of the Cash Sales column, and the 
Individual Column on Dr. side must always equal the total 
footingsof the Expen.^e Column, the Individual Column on 
the credit side, and the Cash on hand at the close of busi- 
ness on any day of the month, and at the close of the 
month. 

GENERAL QUESTIONS. 

123. What is the proper entry on the debit side of tS 
Cash Book in order to close the monthly Cash AccounB 

Ans. Cash Dr. $ 

To Merchandise Account for | 

Cash Sales during the month, ( Cr. S 
To Indiv. Ac't, which entries have l 

been posted during the month, f Cr. % 
(See Lesson 2fl.) 
134. Why IB Caah Account debited with the total Cash rt 
for the Casli Sales at tliH uloae of tlie month 't 

Ana. Because that amount has been received by the Cash Account, 
or Cash Drawer^from gales of Merchandise and from various sources 
(luring the month, and while the amounts have been tKisted to the 
credit of the parties, (except the Mercliandise Account) they have not 
been posted to the Dr. of cash account on the Ledger, which this entry 
is intended to do; And becauiie Cush Account must tie debited with all 
cash receipts. 




MONTHLY CLOSIXa THE CASH ACCOUNT. 73 

LESSON XXXI. 

(OOSTINVED.J 

135. Why is the Mercliaodise Account now credited 
with the Cash Sales :' 
Alls. Because tlie Daily Sales were not posted to the 
vcredit of the Mdse. Account, but were hrought forward to 
■the end of tlie month, in order to embrace them all in 
■pne entry, to the credit of Merchandise Account; and 
nbecause the Merchandise Account furnished the goods, 
lafi. Why are not the Gash Sales posted each day ? 
Ans. The Cash Sales can be posted daily if preferred, 
hut it is usually found more convenient, and equally cor- 
rect to post them monthly. 

127. Why is the entry, at the close of the month- 
Jo Individual Acc't.. pasi^ed over without being posted ? 
Ans, Because the entries forming this total were posted 
pto tliu credit of the vaiious accounts at the time. 

V-iS. Why are not the various entries posted to the 
lebit of Expense Account each day 'f 
Ans, They can be posted each day. if preferred; this 
' > has been adopted only to avoid having to post so 
inauy entries to the Expense Aecount. 

ISa. Why is Cash Account credited with the total pay- 
ments for Expense Account and Individual Accounts, at 
.he close of the month 'f 

. Because that amount has been paid out by the 

rCash Account, for the various parties named, and while 

the amounts have been posted to the debit of the several 

accounts (except the Expense Account) the amounts have 

not been posted to the credit of the Cash Account on the 

I Ledger; which this entry is Intended to do. 

130. Why is the Expense Account now debited ? 

Ans. Because the Daily Expenses were not posted to the 

■ debit of Expense Account, at the time of payment, but 

■ were brought forward in order to embrace tliem in one 
l-entry at the close of the month. 

What is the proper entry on the credit side of the 
^Cash Book, in order to close the montlily Cash Account ? 

Ana. Sundries, To Cash $ 

Expens<? Account for amount pnid dnriDg I 

the iiiontli, us per Expense Column, \ $ 

Individual Accouuta, for Entries wliicli ) 
bftve been posted during the month,... jf 
132. How do you prove the totals of the Cash Account ? 
Ana. See third paragraph of this Lesson. 




DOUBLE ENTRY BOOK-KEEPING. 



LESSOIT XXXII. 



Review. 



, Of what u 



s the S 



which side of the Ledger Folio is the entry 



5 Sales 
a. How is the Sales Book n 

3. What becomes of the ent 

4. How is ail entry from the Sales Book made in the 
Ledger ? 

5. On 
posted ? 

6. Why is accuracy in making entries of such 
portance ? 

7. Why is promptness in making entries so important 

8. Why is great caution necessary ? 

9. What rules have been given for making entries ? 

10. Why should entries he clear, correct and concise 

11. What account is credited with the Sales Book 
entries ? 

13. How and when is the Credit entry made. 

13. Why is not each entry posted at once to the credit 
of Merchandise Account 'i 

14. Why is the Merchandise Account credited with the 
total charges or debits made in the Sales Book 'f 

15. Why were not the entries of Sales of Merchandise 
in the first lessons of this book made m the Sales Book Y 

Ans. Because the Sales Book was then unknown to the 
student, and because principles only were being taught. 

10. Can credit Sales of Merchandise be made in the 
Daily Journal ? 

Ans. They can be, and it is sometimes necessary am 
convenient to do so. 

17. Are not Book-Keeping rules arbitrary 
Alls. Rules relating to fundamental principles are arbi- 
trary, hut rules regarding the practice should not be too 
firmly fixed; they can and should be varied to suit the 
business. 

18. Can Daily Journal entries be made in the Sales 
Book. 

Ans. When a business requires very few Daily Journal 
entries, they can he made in the Sales Book, by devoting 
one or more pages each month to that purpose, provided 
they are kept seperate from the sales. 



I 
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REVIEU^ 

LESSON XXXII. 
Review. 

10. Of what use is the Cash Book ? 

20. How is the Cash Book ruled ? 

21. What is the usual heading- for the Cash Book ? 

3i. What rule has been given for makings cash entries ? 

•i:i. Which is the Dr. side of the Cash Book ? 

U. Which is the Cr. side of the Cash Book ? 

25. What is the first entry in the Casli Book ? 

26. On which side is the fir&t entry made ? 

27. What kind of entries are made on the Dr. side ? 
2«. What kind of entries are made on the Cr. side ? 

2i). What is done with entries that are made on the Dr. 
side ? 

30. What is done with entries that are made on the Cr. 
side ? 

are entries from the Dr. side of Cash Book 
I written in the Ledger ? 

How are entries from the Cr. side of Cash Book 
L written in the Ledger ? 

'S:i. What entry is made of the Daily Cash Sales ? 
3+. Why are not the Cash Sales posted daily to credit 
fof Merchandise Account:' 

35. Why are not the Expense Entries posted daily to 
I Expense Account ''' 

30. When are the Cash Sales and Expense entries 



37. How are the closing entries made in the Cash Book ? 

38. How do you ascertain the dally Cash Sales ? 

Ans. A Petty Cash Book should be kept, in which every 
cash sale that is made during the day should he recor- 
ded, and the recorded sales should represent the difference 
between the amount on hand in the morning, added to 
the cash receipts of the day; and the total cash payments 
added to the amount on hand at the close of business. 

as. Can Cash Entries be made in the Daily Journal ? 

Ans. Cash Entries can be made in the Daily Journal, 
should the necessity arise, but witli the single exception 
of the opening entry in favor of the stock account, or 
owner of the business, it should not be done. 
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DOUBLE ENTRY BOOK-KEEPING. 
LESSON XXXIII. 



Notes and Bills. 



Date. 




No. • 


Maker. 


Address. 


1885. 
July 

July 

Aug. 


1 

15 
1 


47 
48 
49 


Wui. Johnson, 

S. Williams, 


Trenton. 
Kinston. 


1. H. Dixon, 


Newbern. 







NOTES AND BILLS. 



Date. 


No. 


Payable to 


Where Payable. 


1885. 
July 

July 

Aug. 


10 
28 
10 


24 
25 
26 


Lister Bros 

New York Plow Co 


National Bank. 
I. & T. Bank. 


J. A. Meadows 


Office. 











133. What is the use of the Bills Receivable Book ? 

Ans. The Bills Receivable Book contains a complete 
record of every note, accepted draft, or other Bills Receiv- 
able, which is held by the owner of the business, embrac- 
ing date of note, the name and address of maker, with 
amount and date of maturity. 

134. How are Bill Books ruled ? 

Ans. The ruling of Bill Books vary, according to the 
kind of business for which they are used. The above 
forms are often used. 

135. What advantage is there in keeping a Bills Receiv- 
able Book ? 

Ans. It gives a complete record of the notes held by 
the merchant, and it is convenient for reference. 

Note. — The above pages of Note Books, should be 
copied on the Black Board by several pupils. The ques- 
tions and answers should be faithfully committed to 
memory. 
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LESSOIT XXXIII 

[continued.] 



Receivable. 



Time. 



60 days. 
4 mos. 
3 mos. 



When Due. 



Aug. 28th, 
Nov. 15th,. 
Nov. 1st, . . 



Amount 


Remarks. 


150 


00 




100 


00 




48 


00 





PAYABLE. 



Time. When Due. 


Amount. 

I 
200 1 00 

85 00 

! 40 1 00 

1 ! 


Remarks. 


3 mos. 


Oct. 10th.. 


, 


60 days. 
30 days. 


SeDt. 26th 




Sept. 9th, 





130. For what purpose is the Bills Payable Book used ? 

Ans. The Bills Payable Book contains a complete record 
of every note, acceptance, or other Bills Payable due by 
the owner of the business to others, embracing date of 
the note, amount, when paj^able, and date of maturity. 

137. When should a note or draft be entered on the Bills 
Payable Book ? 

Ans. A note should be entered on the Bills Payable 
Book, as soon as it is written; and a draft should be 
entered when it is accepted. 

138. What advantage is there in keeping a Bills Pay- 
able Book ;•' 

Ans, It gives a complete record of every note that has 
been given by the merchant, and when due; which are 
matters of great importance to the business man. 



78 DOUBLE EXTEi' BOOK-KEEPING. 

LESSON XXXIV. 



Notes, Drafts and Acceptances. 

IDli. By what name are Notes, Drafts and Acceptances 
known :' 

Ans. They are known as BHla Reeeivabie, by the per- 
son who owns them, and as Bills Payable, by the person 
who owes them. 

140. What is a note ? 

Ans. A note is a written promise to pay a certain defi- 
nite eum of money, which may be on demand, or at a 
future specified date; and it is usually made payable at a 
specifiea place of business. 

141. How many parties are embraced in a note, and by 
what names are they known ? 

Ans. There must always be at least two names or 
parties embraced in every note. They are known as the 
maker, or the one who promitsos to pay; and the Payee, 
or the person to whom the note is to bo paid. , 

142. What other names are sometimes found nn noteti ? 
Ans. Other names on a note are known as endorsers, or 

securities. 

14;i. What is the proper place for the name of the 
maker, and for the Payee of the note !' 

Ans. The maker of a note signs his name at the lower 
right hand corner of the note. The name of the Payee, 
or the person to whom the note is to be paid, is written 
in the body of the note. 

144. How ia a note usually written ? 

Ans. Neivbern. N. C, July 30, 1SS5. 

8101), 00 Six months after date, with Interest from datn 
at six per cent per annum, for value received. I promise 
to pay George Allen & Co., One Hundred Dollars, as 
witness my hand and seal. 

Samuel Sloan, (Seal.) 

145. If the note is sold to other parties, how is the 
transfer made ? 

Ahs. The transfer ia made across the back of the note, 
about one third from the top or left hand end, Thus;^ 
Pay to the order of Wm. Hollister. 

Geuboe Allex & COj 




NOTES. DHAFTS AXD ACCEPTAXCES. 

LESSON XXXIV. 



ivrite his name ? 

isually written across 



14<). Where does an endorser V 
Ans. The natne of an endort- 
^tbe hack of the note. 

147. Can more than one person sign a note ? 

AiiK. Any numher of persons can sJKii a note, either as 
:ipals, or as securities or endorsers. 

148. What isenihraced in tlie Bills Receivable account 'f 
3. The Bills Rt-ceivable account embraces all notes 

and drafts that are held or owned by the merchant, and 
n-efers to all the entries connected with them. 

14U. What is embraced in the Bills Payable account ? 

Ans. The Bills Payable account embraces all notes and 
accepted drafts, that are due by the merchant to others, 
and refers to all the entries connected with the trans- 
actions. 

IflO. What is a Draft ? 

Ans, A Draft is an order for a certain sum of money, 
payable either at sight, or at a certain time after sight, or 
after dale: drawn by one person upon another. 

151. How should a Draft be written ? 

Ans. Newbers. N. C, July 31. 1885. 

$sil.00 Thirty days after sight, pay to the order 

of J. A. Quioii. Cashier. Fifty Dollars, value received, 
and charge to account of 

To Geo. Allen &. Co., Alex. Millek. 

Newbern. N, C. 

152 How is a draft accepted ? 

Ans. The person upon whom a draft is drawn, accepts 
it by writing his name across the face of Ihe draft. 

153. Which is the top end of a draft, note or check ? 
Ans. The left hand end is always considered the top or 

upper tind. 

154. When a draft is accepted, what entry is proper? 
Ans. When a draft is accepted, an entry must be made, 

in the Daily Journal, which fully describes the transaction. 

Ale.\andep Miller Dr. «50.tN> 

To Bills Payable for his draft on us dated | 

July 31st, at 30 days at Nat. Bank, ... f Cr. *50.00 

155. When the draft is paid what is a proper entry ? 
Ans. Bills Pavable for amount paid ( 

our acceptance. To A. Miller. \ Dr. 850,00 
To Cash, «5O.00 
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LESSON XXXV. 



Invoice Book. 



GENERAL QUESTIONS. 

15G. What is an Invoice Book ? 

Arts, An Invoice Book is one of the auxiliary Books, 
used for the purpose of recording Invoices, as they are 
received. 

157. What is the use or value of the Invoice Book 9 
Arts. The Invoice Book, is valuable chiefly as a book of 

reference; it enables the merchant to easily examine any 
Invoice or purchase, made at any previous date. 

158. How is the Invoice Book ruled 9 

Arts. The Invoice Book is ruled with three columns for 
Dollars and Cents, and has an index bound in the front 
part of the book. 

150. Is the Invoice Book one of the books of original 
entry, or must Invoices be entered on the Daily Journal 
also 9 

Arts. The Invoice Book is generally used, only for the 
purpose of preserving a record of purchases, in a conve- 
nient form. The debit and credit entries should always 
be made in the Daily Journal, as shown in lesson 12. 

100. Is it necessary to keep an Jn voice Book ? 

Arts. A business can be conducted without an Invoice 
Book, but the advantages are so great, that no merchant 
should be without one. 

101. Cannot the labor of copying Invoices be avoided 9 
Arts. Skeleton Books are prepared in which Invoices 

can be pasted. This plan is often used, but it is far 
inferior to the regular Invoice Book. 

102. If an Invoice Book is kept, who should copy the 
Invoices 9 

Arts. The buyer for the business should do the work, 
but if his time is too valuable, the work should be done 
by the stock clerk. 



INVOICE BOOK. 

LESSOIT XXXV. 



aENERAIi QUESTIOXS. 

1(!3. What advantages or reasons can be given for 
Rcopjing Invoices !■■ 

" Ana. It renders the Owner, Buyer, and Stock Clerk 
Oore familiar with the purchases of Merchandise, and 
L the cost of the same: It enables them to detect 
errors, should there he any, and by keeping the book 
added up. it gives full information regarding the total 
purchases during each month. 

What is done with the original invoices after they 
I have been copied and entered 'i 

Ans. The original invoices are folded and filed in 
monthly packages, for future reference. 
105. What rules or instructions are to be observed in 
■copying invoices? 

Ana. Every calculation and addition must be carefully 
lezamined ; a record made of the date of purchase, and 
when due, and what discount, if any, and carefully enter 
lach invoice ii\ the index. 
166. How is an invoice index made ? 
Ans, The index contains a page for each letter. Each 
iname in the book, is given one or more lines in the 
liudex, and when an invoice is copied, the pagH of the 
book is entered opposite the name in the index, thus : — 
Moritz & K'^idel. C, 10, 15, 20, which means that an 
invoice from that house can be found on each page 
, mentioned. 

When an inventory of stock is taken should it be 
(entered in the Invoice Book ? 

Ans. The Invoice Book should never be used for that 
|:|purpose. The inventory should be entered in a separate 
"took which can be of much inferior quality. 




DOUBLE EXTRY BOOK-KEEPING. 

LESSON XXXVI. 
Bank Account and Checks. 

I(i8. What is meant by Bank Account 't 

Ann. This a.ccounl in the Ledger, represents on the 
Dr. side the various amounts thatliave been deposited ill 
the Bank, and on the Credit side it shows the amounts 
for which checks have been given, 

Wd. What entry IB made in the Daily Casli Book, when 
a deposit ir made in the Bank. 

Alts. When a deposit is made, the amount is charged 
to the Bank, and it is postetl to the Dr. of the Bank 
Account in the Ledger. 

170. What entry is made in the Daily Cash Book when 
a rheck is drawn on the Bank h 

Ans. When a check iw drawn, the amount is credited 
to the Bank, and it is posted to the Cr. of the Bank 
Account in the Ledger. 

171. If a note bas been given payable at Bank, with 
instructions to tlie Bank to pay it, at maturity, what 
entry should be made in the Bank Account and when !" 

Ans. When the note falls due the following entry 
should be made. 

Bills payable for our note to 1 

D. Landreth & Sons due Aug. ;j. ■ 
payable at I. & T. Bank, \ Dr. S145.0O. 

To Importers and Traders Bank, Cr. «l45.0(i. 

\Tl. Is it necessary always to open an Account in the 
Ledger, with the Bank, and to post every check and 
deposit, from the Cash Book to that account ? 

Ans. In ordinary regular mercantile business this 
plan wilt be found much the best, but a different plan 
wilt frequently be more suitable ; as in the case of el 
large cotton buyer, who often keeps his Bank aeeount 
on the margin of his check book. The business man 
must remember that while the Debtor and Credit princi- 
ples never vary, yet the practice of accounts can be 
varied to suit the kind uf business in which he is 
engaged. 

\T^. How is a deposit in the Bank made ? 

Ans. A list of the cash items is usually made. l)y the 
Depositor on a deposit ticket furnished by the Bank. 
The Teller counts the money and verifies the deposit 
ticket, which he keeps; giving the Depositor a Pass 
Book iu which he has entered the amount deposited. 




BAXK ACCOUNT AND CHECKS. 83 

LESSON XXXVI. 

174. How eboulil a check be written ? 

iVrt 6!K NEWBERN, ,V. C. Aug. 3, ISSii. 

GREEN, FOY d- CO.. Bankers, uf Newbern, 
Pay to HOWARD (£■ JONES, or Bearer, 
One Hundred and Twenty-Jive Dollars. 

S 133.00. C. E. FOY. 

175. What points must be observed in writing checks. 
Aiis. The plare of business. The date. The name of 

Kthe Ba,uk. The amount. The names of the maker and 
f payee, and the number of the check all clearly stated. 
lift. Where should the place of business and date be 
HTJtten ? 
Ans. On the upper right hand corner. 

, Where should the number be written ? 

s. The number should be written on the upper left 

Itiand corner. 

178. Where should the amount in figures be written ? 
Alls. The amount in figures should always be placed 
in the ^^.er left hand corner, partly because that has 
been theTlsual custom. 
. 170. Are there any other directions in regard to 
Lwriting checks. '' 

W Ans. The amount should be carefully written in such 
ra manner that alterntions cannot easily be made. The 
amount in figures should be clear and plain, and the 
eame kind of signature should always be used. 

180, If a check is written payable to order of the party 
to whom it is given, what must be done in order to get it 

IjOashed at Bank 'i 

t. The party owning the check, must write his name 
s the back of the check, about one third from the 

' top end. 

181. Which is the top end of a check ? 

Ahh. The left hand end of a check, note or draft is 
always considered the top or upper end. 

18a. Why cannot the name be written near the top or 
near the bottom ? 

Ans. Because it leaves no room for an endorsement 
above the name, if it should be needed, nor for an en- 
dorsement below the name, should it be written at the 
bottom. 
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MACHIXE SHOP CASH BOOK. 



To Bslauce troni July account. 

Collec:tii)n from Gmy's PlHte Factory, 
Do B. O. E. Lodge, Ice Factory, 
Do Newhem Cotton Seed Oil Mill, 
Do Ellis' Rice Mill, 
Do A. R. DKnniBoti, Cotton Gin, 
Do Newbem Gaa Light Company, 




MUTUAL Ail) SOCIETY in Accc 



To Cash i>aid tot Wood for J. Coats, 

Do " " Medicines for J. Williams, 
Do '■ " Groceries tor S. Jouea, 

Do " ■' Hou<>e Rent for Do. 

Do " '■ Order of J. Robh, 



To Balance 






»3 

1 

3 


d 

nil 




1 


5 


HI 










s 

32 


51 



FAMILY EXPENSE ACCOUNT, 



To Cash paid for fire wood, 

Coal. 

" ■■ bill of A. Miller, 

' ■' IL B. Duffy, 

" '■ '■ Butclier Bill, 



QEXERAIi QUESTIONS. 



•» 


00 






t|00 






lalai 












f 


:«: 










4f 


n) 






10 


W) 






S4 


00 











ms. What JH the subject of Leuson ST;' 

Ans. This Lesson embraces a simple CitBli Account, which 
Mechanic or Farmer should keep, and which may occupy a portlc _ 
of the record book. The lesaon also shows a model for a Treasurer't 
Account, and for Family Expense Account. 

/84. On which aide of the Caeh Account should Cash Receipts, and 
Cash Payments be entered 't 

Ans, Cash that is received sliould always appear on the left hand or 
Debtor side ; aud cash paid out should always be entered on the right 
hand or Credit side of n Cash Account. 



'•^^^1 




SIMPLE CASH BOOKS 8 

LESSON xxxvn. 

[COKTINUBD] 

.N-EWBER.N: JV. C. AUG. 1. 18SS. 



1W& 

Aug. 


10, ■■ 

13' •■ 
IS " 
30 " 
22 " 


Amount paid 


for wages, 
" iron rod, 
" Cartage on 

■■ Bu^Tug 1 
'■ "-ages, 








1 




Amount 



R. A. RICHARDSON, Tremnrer, 



y Balance Tram July Aci^ouDt, 

' Cash Receipts, 1 

fmni mpQibere for tlie > 

moDtli of AugUKt, I 



L. J. WILLIAMS. 



Aug. 1 By Balance for July. 
'■ Siilary for August, 



IS5. Why is this rule reverat^ in the Society Account, and Family 
Expense Account ': 

Ans. Because these Accounts are not Cash Accounts. They are 
Accounts kepi by the parties, with the Mutual Aid Society, and with 
Family Ex[>enses. in order to record the Cash Transactions made for 
them; therefore these Accounts are debited with the amounts paid 
out. and they are credited wiih the Cash received ; under the rule, 
"What is received must Dr. be to what is given." 



DOUBLE ENTRr BOOK-KEEPING. 
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MAOHmE SHOP DAILY RECORD. Dr. 



Ditto for work c 

Ditto for work t 

Ditto for wt,rk .. 

J. L. Rhem fur - 

J. A. Meadows ( 

Newbern Ukb Mills. (Boltc) 

Steamer Contentnea, boiler work, 



,. Cutler, 
Steaiuei' Neuse, 
Steamer KitiBton, 

L Engine and Gin. 

Grint Mill, 






A. B. DennisoD work on Cotton Gin. 
Newbern Qaa Light Company, work on valve. 
Geo. Allen & Co.. iron work for Plow Factory, 
Steamer Florence, work on crunk pin, 
Steamer Snow Hill, bolt and pipe work, 
D. CoDgJen & Son, work at Saw Mill, 
Moore & Brady Oyster Canning Fa<;tory. 
Btimson, work on Planer iit ( 



Geo. Bishop, work ;il Trunk Bo; 



Mill. 



MECHANIC'S OR FARM ACCOUNT. 

LESSON XXXVIII. 





Anmunt brought forwurd. 






160 


75 


Aug 


i The DenniHOD Turpeoline Diatiljery, 


12 


5Q 








i S. Radcliffe & Co., Steam Siiw Kfill. 


4 


75 








H Nevbern Cotton Mil nu fact u ring C<i. 1 
; 1 work on engine. f 


4 


2S 








'15C. Erilmann. Cigar Factory, work on table, 


I 


M 








1 John Dunn Candy factory. (Molds) 


S 


3n 








ilSCttwman. Thompson & (Jo. Saw Mill. 1 
1 work on Machinery. ( 


4 


M 








.■22|R.O, E. Ltidge Ice Factory, work on valves. 


3 


50 








iT. S, Howard Marine Railway, iron work. 


. 


00 








i35 Old Dominion 8. S. Co. for J 
work on Steamer Shunandoah, f 


16 


30 








,3a Clyde Line for work on Steamer Goldnhon), 


8 


40 








30 


btthe work on Drwlge Boat. )" 


' 10 


90 








SI 


Fniit and Vegetable Canning Factory, 

J. M. White & Co. Agricultural Lime Works. 

O. Vyne tor work on Mower and Heaper. 




50 
TS 
50 








1 


Gardner & (Henn, Carriage Shop, lor Bolts. 


aw 


72 


15 




i 


1 


1332 


SO 



QENEBAL QUESTIONS. 



ISH. Wliat is tlie subject of Lesson 38 ? 

Ans. Lt>RH<>n Ha, hhowa a book of original entry for a Meciianic or 
Parmer, and forms lits record of daily traniiactions. 

IH7. Cuii cash transactions be entered in tiiis book f 

A>i/>. They can be entered here if desired; it is better, to keep a 
seiMtrnte account for all t'asli I: 



DOUBLE EXTRY BOOK-KEEPING. 

LESSON XXXIX. 

Commission Business and Account Sales. 

188. What is a Consignment? 

.-ins. When Merchandise is sent by one person, to 
another for sale, it is called a consignment. 

189, What is a Joint Consignment 'i 

Ans. When a shipment or cohsignment is sent l»y one 
person to another, to be sold for the benefit of two or 
more persons, it is called a joint consignment. 

100. Which party is the Consignor, and which is the 
Consignee ? 

Ans. The Consignor is the party who makes the ship- 
ment; and the Consignee is the party who receives the 
goods for sale. 

101. What is meant by— a Commission Merchant ';■ 
Ana. A Commission Merchant, is one who makes a 

business of receiving consignments of Merchandise, for 
sale on Coramisaion; and who purchases goods for others, 
charging a commission for his services. 

109. What is meant by the term Commission ? 

Ans The pay or compensation for buying or selling for 
others is called Commission, and the business is called, 
Commission Business. 

103. How are Commission entries made ? 

Ans, Entries in Commission business are usually made 
in the Daily Journal, and in the Cash Book, and do not 
differ from other entries already explained. The same 
pule governs them — What is received must Dr, be to what 
is given. 

104, What record is kept of Commission Business ? 
Ans, A Commission Sales Book is usually kept, in 

which a record is made of all goods that are sold on com- 
mission. This book must be arranged to suit the partic- 
ular kind of business for which it is used; therefore no 
form will be given in this lesson. 




COMMISSION BUSIXESS li ACCT. SALES. 

LESSON XXXIX. 



105. Wliat. report is made to the Cnnsignor ? 
Aii^. When the goods are sold, and the consignment 
ch»sed, an account sales must be rendered to the Con- 
signor, which will embrace a description of the merchan- 
dise, and the price obtained. This amount forms the 
Credit side of the account. The Debits embrace the 
amounts paid for freight, cartage, insurance, storage, 
Ivertising, labor and commission. The balance or net 
KBales will be sent to the Consignor by check, or will be 
liBUbject to sight draft. 

The following entries are usual : 

Cash, Dr. «3.50.(JO 

To G. W. Sanderlin for salrt of 
liO Tons Timothy Hay received 
via. Str. Shenandoah from 
Elizabeth City, sold at *I7.50 per Ton, J *:!5U.OO 



Geo. W. Sanderlin. Dr. 8:)50.(i0 

To Cash paid freight, 

•' Do. paid labor and cartage, 

" Commission ii per cent, 

■' National Bank for check to balance. 

The account sales should be as follows : 

Account Sales 'iO Tons Hay, sold for 

G. W. Sanderlin. 



* 50.1.10 

8.U0 

S.76 

28a. 25 



By sale 20 Tons Hay 



& 



Dr. 

To Cash paid freight and cartage, 9 oS.Oil 

" Commission *'i per cent, S.75 

" Check to balance, as:j.35 

«J50. UU 



DOUBLE EXTHV BOOK-KEEPINQ. 

LESSON^ XL 
Review. 

I. What 13 Book-Keeying ? 

a. When was this plan of Book-Keeping invented 
;j. Where was the first book on the suhject piiblishe 

4. Why id it called the Italian mathod ? 

5. Why is it called Double Entry ? 

li. Has there been any change in the general principli 
governing the subject of Book-Keeping ? 

7, Has there been any eliange in the practice of Bool 
Keeping, since the first invention 'i 

Ans. The nse of tbe Jonrnal, as an intermediate book, 
between the Day Book and Ledger, bus been discarded by 
Book-Keepers generally. 

S. Why ia it important that every girl and boy in tlie 
public schools shonld be tanght Book-Keeping ' 

Ana. Because such knowledge promotes Inibita of Hni 
esty, Economy and Thrift, which are three of the highest 
virtues of the citizen. 

!i. Are there any other reasons why e\fery schol 
shonld understand the principles of Book-Keeping ' 

Ann. This subject forma an excellent training for tlli 
mind; the information obtained wilt be useful to everj 
man or woman; and it will be invaluable to every oue 
who is engaged in business pursuits of any kind. 

lU. Why is it that Book-Keeping has not been genernlly 
taught in the public schools ? 

Ans. Because the Text Books on the subject have not 
been arranged for such work. 

II. Doefi this book contain any new principles 't 
Ans. It does not. The old principles are presented 

a plain, clear, and practical shape, easily uniieratopd 
Teacher and Pupil. 

12. What foundation principle is included iu evi 
entry made in a set of Double Entry Books ? 

13. What rule is given for it ? 

14. What rule is given for guidance in making enti 
in the Daily Journal ^ 

15. How many parties are embraced in a tranaction- 
10. What is an Account ? 
17. What is usually received in place of Merchandii 
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REVIEW. 

LESSON XL. 
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18. What is meant by tlie term Original Entry ? 

1!). What points are to be observed in mailing entries ? 

211, Wby in accuracy in entries of sutili importance ? 

21. WhiPh ia the Dr. party y Which is the Cr, party ? 

'ii. What rule is given regarding Dr. and Cr. ? 

2'J. Can an entry contain more tlian one Dr. or Cr. 

24. What are the names of the Books of original entry ? 

'io. What kind uf entries are made in the Cash Book, 
['Sales Book, Daily Journal 't 

'iG. What is the principal book called, and for what pur- 
l.jtose is it used !' 

'. Are there any other books used, and by what 
poames are they known ? 

i6. What advantage is there in Double Entry. 

2!). When commencing business, how should the open- 
Eltig entries be made? What accounts are debited, and 
f what accounts are credited ? 

30, What is said about Journalizing in Lesson 7 ? 

:j|. Give a description of the Daily Journal, and for 
' what purpose is it used ':■— See Lesson It tir W. 

:i2. Why should the Dr. and Cr. columns uf the Daily 
I Journal be added up ? 

Ans. The Dr. and Cr, columns of the Daily Journal, 
shnuhi be added in order to prove the correctness or 
equality of the Dr. and Cr. amounts on each page ? 

SS. Should the totals be carried from page to page ? 

Ana. The totals should not be carried forward from one 
page to another in the Daily Journal. 

34. What entry is proper when a purchase of Merchan- 

Idise is made ? 
35. What rule governs the Interest Account ? 
3ii. What is meant by the term Bills Receivable ? 
37. What is meant by the term Bills Payable 'f 
38. How is a Ledger folio ruled ? 
Sn. What rule is given regarding posting ? 
40. When should an account in the Ledger be balanced ? 
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DOVHLE ENTRY BOOK-KEEPING. 

LESSON XL. 



Review. 

41. When should the year appear in the Ledger ? 
Ans. The year should always appear at the head of thi 

column, and at the beginning of each new year. 

42. How are partnership accounts kept ? 

43. What is the object of the Expense account ? 

44. What is the object of the Commission account 

45. What is the object of tiie Profit and Loss account) 
4G. For what purpose is the Sales Book used ? 

47. For what purpose is the Cash Book usdd ? 

48. For what purpose is the Daily Journal used 'i 

40. For what purpose is the Bills Receivable Book used; 

50. For what purpose is the Bills Payable Book usedj 

51, What advantage is there in keeping Bill Books :•■ 
h'l. What is a Note, A Draft, An Acceptance t 
63. By what names are they known? 

54. What Accounts are used to record Notes. Drafts, &c. 

55. For what purpose is the Invoice Book used 
AG. What kind of accounts are explained in Lesson a? 

57. Explain the difference between a Cash Accoun 
and a Family Expense Account, or Treasurer Account. 

58. What kind of accounts are explained and illustn 
ted in Lesson as? 

59. Explain what is meant by Commission Bu 
GO. How are entries made in Commission Business f 
61. What is meant by Bank Aceountf 
Gl. How is a Merchant's Account with a Bank kept? 
ca. How is a Check written ? 

G4. Where should the number and amount appear f 
G5. On what part of a Check should endorsements be 

made ? 

60. Are there any other auxiliary books ? 

Ans. An Order Book in which to record orders for 
goods, as they are received. A Blotter; in which to re- 
cord sales that are made during the day. A Want Book, 
in which to enter goods that are needed in stock. 

Various other books, are used, when needed. 
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MERCHAXDISE AXD SALES TABLE. 93 

LESSON XL. 

[LONTISITEU,] 

Tlie followiiift table is arranged to show the cash sales, 
credit sales and total tales, during eiirh month of the 
.Vfar, and also the ainonnt of stock on hand, at the close 
of each month's business: 



ijADuary.' 


1 300 


1 100 3 400 


4 650 ' • 








Pebu-ry, 


1 ISO 


Wilt 3 050 


4 550 1 








March. 


1 5011 


950 2 450 


4 woo 










April, 


I 200 


1 400 1 2 (100 


i 400 










M^y. 


B50 ' 


1 100 1 3 WiO 


4 330 










Jime. 


875 ■ 


1 050 


1 Bii 


4 100 










July, 


7.W ' 


WK) 


1 m) 


4 200 










Aujtust. 


soo 


oas 


I 735 ; 4 151) 










Sem'ber. , 


















Ottolwr. ' 


















NoVb^r. . 


















DM-bcr. j 




i 











Perfect and absolute accuracv. of amount of floods on 
hand is not claimed, but this tafile shows at a glance the 
sales for each month in the year, and if the merchant 
can form a tolerably accurate estimate of his gross profits 
on the first cost of the uoods that were sold during the 
month, the figures will be sufficiently correct for all 
pniiHical uurposes. 

We will start the account on January 1st. with a 
stock whiidi has cost the merchandise account ?5,00(t 

Purchases made during the month, l.GoO 

Total to be accounted for, ^il.O.'iU 

January Cash Sales. ?[.:ion 

Credit Sales, l.IdO 

Total Sales, *:».400 

The estiniateil profit supposed to 1 

be x'U per cent on cost of goods, which ■ 

would be one-sixth of sales, or ) itxi 

Cost of goods sold, Si.udO 
Which deduct from total stock, a.OOO 

Amount on hand January olsl, Si.iloO 

Every merchant should keep a Collection Tickler, 

which is a monthly list of accounts to be looked after. 

He should also keep a Pay Tickler, which is a list of all 

payments that mature during the month. 
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DOUBLE EsniY BUOK-KEEPIXB. 



CONCLUSION. 



In concliuling these lessons, a f 
tlitf student may be of advantage. 



■ words of Jidvice 



The lessoiia that have been taught will *!iiable you ttf 
keep any ordinary set i>f books. You must rememher 
that while the principles involved in Book-Keeping never 
vary', the practice of it can be varied to suit the busitiess. 

Your employer may be ignorant of Book-Keeping as 
you have learned it, and yet bo may know more about 
how to keep a record of his business than you do. Thei 
fore respect his opinions. 

Remember that a well instructed Book-Keeper shoi 
be able to adapt himself readily to the kind of businesis 
that gives him employment. If ynu can gradually iin 
prove your eniployers mode of keeping hooks, it is yonr 
<luty to do so, hul: you must beware of violent change, if 
it annoys the owner of the business. 

Character is increasing in commercial value every 
year; without it all otlier qualifications are valueless. 
A Book-Keeper should be a man of integrity, correct in 
his habits, accurate in making entries, and in calcula- 
tions, methodical and industrious, and a rapid writer. It 
ia important that a Book-Keeper should have a clear head. 
good judgment, ability to write a good plain hand, and 
to take the reins of business and manage it during any 
absence of the proprietor. 

The men who come to the front, are the ones who have 
Energy, Industry, Tact and Judgment. A modern an- 
ther gives the following list of requisites for a good book- 
keeper—Character, Capacity. Industry, Accuracy. Econ- 
omy, Poverty and Silence. The latter requisite is often 
golden ; a Book-Keeper who tells commercial secrets may 
ruin his employer. 
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COXCLl'SIOX. i).1 

Endeavor to learn as much buiiinesR law as possible; 
Ptudy furms of Imsiiieos papers. Letters, Drafts, Notes. 
Chfcks, Receipts. &c.. &l'.. ami be prepared for enlarged 
usefulness. CuJlivate self-reliunco ; endeavor to acquire 
llie ability to judge and decide. 

The Book-Keeper who is not accurate will damage, and 
may ruin his employer. Mistakes n;nst not be made; a 
customer never forgets the niif^tiike of a Book-Keeper. 

Avoid blots, erasures, and alterations. 

If necessary to alter a figure, make it so plain tliat no 
question can be raised ali'iut the amount. 

Never say I forgot— accepted trusts carry with thorn 
responsibilities. 

Be orderly. It reipiirei no more work to keep your 
books written up. than to allow them to be a week be- 
hind. Arrange \our work so as to keep it moving 
smoothly. Do the proper thing at the proper time. 

Your Cash Acmunt will give you trouble unless you 
remember to enter each Cash transaction as it occurs, 
and while it is taking pbice. an<i before the money passes 
from your hand. Never defer making an entry. The 
Book-Keeper who does not keep liis casli account in order 
wilt soon lose his position. 

Cash entries should always fully explain the transac- 
tion ; the information may be of great value in the future. 
Learn to convey the greatest amount of information, in 
the fewest possible words. 

The knowledge of Bonk-Keeping is often of more value 
to a young man. as an education for making a business 
man. than it is for the practice of keeping books. 

Present amount of wages is of small consideration ; 
the prospect for the future is wiiat a young man should 
work for. Apply your energies in the right direction. 
Do not fritter away your time, health or money. Do not 
wait for opportunities ; prepare yourself to make oppor- 
tunities, aud be ready to use them. 



86 coycLusioy. 

Remember tlitit imiustry, coupled with knowledge and 
character, produces capacity. 

An employer always considers the questions. Is lie 
worthy of advancement '/ Is he fitted for it f Is he hon- 
est.^ Is his character above reproach? Does he poasess 
capacity y 

Young men are carefully watched by business men, 
and they are often judj^ed by the company that tliey 
beep ; they are generally taken at their own valuation. 

A clerk who has some knowledge of book-keeping, aiid 
who has been faithful as an errand boy, will often make 
a more valuable book-keeper or partner fur a fijm than 
the graduate of a commercial college, and be will be more 
apt to get the position, if he is prepared for it, than will 
the graduate. 

Knowledge is power, and when obtained, should be used 
as a stepping stone for further improvement ; therefore 
lose no opportunity to increase the stock of information 
that you now possess. Education has often only com- 
menced when you leave school, and it should be contin- 
ued every year during life ; and he only is an educated 
man who has learned to use his knowledge in every day 
life. 
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